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I 
DEPARTMENT OF THE AIR FORCE AF REGULATION 12-50
 
Headquarters US Air Force Volume II
 
Washington DC 20330-5000 30 October 1987
 

Records Management 

DISPOSITION OF AIR FORCE RECORDS 

RECORDS DISPOSITION STANDARDS 

Volume II consists of decision logic tables (DLTs) which provide disposition authorities for all records created or
 
accumulated by the AIr Force. This volume apphes to Air Force acnvines, mcluding the Air National Guard,
 
Reserve Forces, and contractors who create, accumulate or manage Air Force records This regulation will not be
 
supplemented without pnor wntten approval from SAF! AADAQD, Washington DC 20330-5024
 

This regulation contains the following senes of decision logic tables 

Senes Page Senes Page
 
4-AdmUllstratlon Management 4 74-Quahty and Rehabihty Assurance 169
 
5-Pubhcattons Management 4 75- Transportatton and Traffic Manage-

7 ment 172
6-Reprograprucs 
7-Pubhcattons and Forms Distribution 76-Mlhtary Airhft 178
 

Management
 
8-Speclal Publications Systems
 
9-Forms Management
 
100Adm1Il1StrattveCommurucattons
 
l l-e-Admimstratrve Practices
 
12-Records Management
 
"IS-Internal Controls
 
19-Envtronmental
 
25-Management Engmeenng
 
26-Manpower and Orgamzation
 
27-Programmmg
 
28-War Planrung
 
30-Personnel
 
33-M1lltary Personnel Procurement
 
34-Personnel Services
 
35-Mlhtary Personnel
 
4O-Clvlhan Personnel
 
45-Reserve Forces
 
50- Tr81Il1ng
 
51-Aymg Tr81Il1ng
 
53-Schools
 
55-Operattons
 
"56-Signal Security
 
57-Operattonal Requirements
 
6O-Aytng
 
64-Search and Rescue
 
65-Matntenance-Engtn~enng and
 

ply
 
66-Eqwpment Maintenance
 
67-Supply
 
68-Redlstnbutton and Marketing
 
69-Storage and Warehousing
 
70-Contracttng and Acquisinon
 
71-Packagmg and Matenals Handhng
 
72-Federal Supply Cataloging
 
73-Standardlzatton
 

8 77-Motor Vehicles 183 
8 78-Industnal Resources 186 

10 79-Contractor Industnal Labor Rela· 
II nons 190 
15 80-Research and Development 191 
20 81-Spectficatlons and Standards 198 
24 82-Deslgnattng and Nammg Defense 
26 Equipment 198 
28 84-Productton 199 
33 85-Clvii Engineermg-General 200 
35 86-Clvii Engmeermg Planning and Pro-
36 gramnung 202 
37 87-Rea1 Property Management 203 
46 88-Faclhty Design and Plannmg 208 
48 89-Faclhty Constructton 210 
49 9O-Houstng 211 
65 91-Real Property Operatton and Mamte-
84 nance ,214 
86 , 92-Flre Protectton 219 
94 93-Speclal Civil Engmeenng 221 
96 ·95- Visual Informatton 222 
97 96-Mapptng, Charting, and Geodesy 228 

106 lOO-Communlcattons-Electromcs 231 
109 lOS-Weather 247 
112 110-Judge Advocate General 250 
118 I l l-c-Mrhtary Justtce 254 

Sup- 112-Clatms 259 
120 120-Inspector General 260 
121 122-Nuclear Surety 261 
135 123- Inspectton 263 
153 124-Speclal Invesnganons 264 
154 125-Secunty Pohce 275 
ISS 126-Natural Resources 280 
167 127-Safety 281 
167 I36-Armament 284 
168 140-Servlces 286 

Supersedes AFR 12-50, Volume II, 31 January 1986 
(See signature page for summary of changes) 
No of Pnnted Pages 446
 
OPR SAF!AADAQD (Grace T Rowe) 
Approved by Col Normand G Lezy 
Distnbunon F, X
 

Senes Page
 
·143- Mortuary Affairs 287
 
144-Fuels, Propellants, and Chemicals 289
 
I45-CommlSSanes 290
 
146-Food Service 293
 
148-Laundry and Dry Cleamng 295
 
160-Medlcal Service 296
 
161-Aerospace Medrcme 303
 
162-Dental Services 307
 
163- Vetennary Service 310
 
164-Aeromedlcal Evacuatton 311
 
167-Medlcal Logisncs 311
 

168- Medical Admimstranon 316
 
169-Medlcal Education and Research 327
 
170-Comptroller 327
 
I72-Budget 328
 
173-Cost AnalYSIS 332
 
175-Audlttng 332
 
176-Nonappropnated Funds 335
 
177-Accounttng and Fmance 344
 
178-Cost and Management Analysis 380
 
·182-0fficlal Mail and Admimstranve
 

Communications Management 382
 
183-Couner Admmistranon and Opera-

nons 387
 
190-Pubhc Affairs 388
 
200-Intelhgence 392
 
205-Secunty 397
 
207-Aerospace Systems Secunty 405
 
208-Anttterronsm 406
 
210-Htstoncal Data and Properties 407
 
21I-Personal Affairs 408
 
213-Educatton Services Programs 410
 
214-Dependents' Educatton 410
 
215-Morale, Welfare, and Recreatton 412
 
265-Chaplatn 417
 
300-Data Automation 419
 
310-Contractor Data Management 427
 
320-Value Engineermg 428
 
355-Dlsaster Preparedness 429
 
"360-Alr Base Survtvabrhty 431
 
400- Logistics 431
 
401-Matenel Programrmng 435
 
800-Acqulsltlon Management 436
 
900-Awards. Ceremonies, and Honors 437
 

Figure
 
1 How To Use the Decision Logic
 

Table 2
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@ The first number in the table number is based on the 
series number in APR 5-4, Numbering Publications, 
which prescnbes the creation or maintenance of the 
records listed in the table. The second number is 
aasigned for control purposes only, to indicate the num-
ber of the table within a series, and does not correspond 
or relate to the same sequential numbered Air Force 
publication. Por example. in table l(}-l, 10 refers to the 
10 series publication and 1 is the first table in the 10 
series deciS10n logic tables. The tables are arranged in 
numerical sequence by these numbers. 

(!) The table title identiAes the subject matter included 
In the table. 

@ The c::olumn beadings are assigned alpha designators 
so that each column may be quickly and accurately ref-
erenced in eith~r written or oral communications. 

@ Column A provides a general description of the 
records covered. Read down c::olumn A until you come 
to the category of records required. 

® Column B is a further general description of the 
records identified in column A. These descriptions also 

. cover general categories of forms and reports Deter-
mine what portion of the description applies to your 
particular situation. Use AFRs 0-9 and (}-12, and com-
mand ~, to determine the prescribing directive for 
specific forms. A review of the DL Ts in the same sub-
ject series should provide a general description of the 
fonos. reports, or other records of the series. 

@ Column C may indicate an organization or level of 
command whece the records are filed; if not. the rule 
applies to any level accumulating the records descnOed, 
and column C is left blank. (NOTE: ~ used in this 
regulation. major subordinate comri1aod refers to head· 
quarters of an activity between a major command and 
subordinate clements to which authority bas been 
delegated to initiate and promulgate policies and pro-
cedures or to exercise managerial control for a auUor 
segment of an Air Foree- or command-wide fUnction. 
This includes headquarters of num~ed Air Porces, 
areas, regions, and comparable levels, and level code 3 
in AN 2(}-3.) 

C!) Column C may indicate a specific copy. If not. the 

FIaare L How To U. the Dedlfoa LogIe Table. 

AFR 12-50 Vol n 30 October U8'7 

rule applies to all copies, regardless of their location, 
except copies required by other directives to be given to -_. 
individuals concerned or filed in personnel records. 

@ Column D provides appropnate disposition instruc-
tions, based on conditions in columns A, B, and C. 

~ Column D may refer to another table or rule for 
dkposition. If so. cite the referenced table and rule on ' 
AF Forms 80 and 82. 

~ An asterisk with the rule number incbcates a new
 
rUle or a change in disposition authority (column D), or
 
any uuijor change m columns A, B or C.
 

(NOTE: References in column 0 of DL Ts to
 
"NPRC (MPR)." ·NPRC (CPR),· and "WNRC"
 
refer to records centers indicated in volume I,
 
attachment 1, paragraphs I, 2, and 6, respectively.
 
Use full name and geographical address, as indi-
cated in volume 1. attachment 2, when shipping
 
records or corresponding with those centers.)
 

-NOTES. Explanatory notes or lengthy exceptions may 
be added to the end of a table as notes. When notes are 
referenced in a table title or rule. they are a part of the 
title or rule, and must be considered in applying th .. ' 
disposition standard(s). -----• 

-Records Commoa to All or Several Functloul Areas.
 
General correspondence ftles are covered by table 1(}-1,
 
whether permanent Or temporary. and pertain to all
 
funcuooal areas. Other records common to all or
 
several functional areas, or for which tbere is no specific
 
prescribing directive, are in the 1(}- or 11-senes DLTs.
 

eCltlq DLT Refereaces. On AF Porma 80 and 82. cite
 
the exact table and rule number which provides for the
 
disposition of each series of records listed. Abbreviate
 
by indicating "T" Cor table, and "R" (or rule (for exam-
ple, Tio-l, R4). In correspondence, or other oral or
 
written communications, cite specific table and rule
 
number (for example, table 10-1. rule 4) and, if neces-
sary, specUlc column (for eumple, 4A, 4D).
 

-CUtoff Dates. Cutoff dates, indicated in volume I, chart
 
4-1 are used unless otherwise indicated in the DLTs.
 

_a..._....-.......--_. __
 



I TABLt. .)<rJ. 1"--' r::i'\ 
IPERSONNEL SERVICES 10 

R A (3) B	 C D 

U
 
L If the records are
 

E or pertain to ~ consrstmg of CD whIch are ® then ®
 
1 morale and welfare studies, directives, and analyses reflectmg orgam- see table 215-1
 

program plannmg zation of programs, and conduct and result of pro-
gram activmes ®
 

2	 support for religious, supply records, fund budgets (see note) see table 215-1
 
morale, welfare, and
 

recreation facihues
 

and activmes
 

3 professional enter- locator cards for professional entertainers of see table 215-1 
tamer records foreign nationahty performing m overseas rmhtary 

estabhshments 

4 pnvate orgamzations' consntutions and by-laws, charters or articles of at responsible staff offices destroy I year after discon-
(PO) records	 agreement, legal reviews by Judge Advocates, as designated by the in- tmuance of the PO (see 

commander's approval to operate on base, bienrual stallanon commander note) 
review waivers and related papersr--	 (J)

5 mmutes of meetmgs and monthly financial state- destroy after 1 year or when 
ments no longer needed, whichever 

IS sooner (see note) 

*5.1	 Private orgaruzanons' financial audits and reviews destroy after I year or when
 
(PO) records of types no longer needed, whichever
 
2 and 3 POs as IS sooner (Excepnon
(@)	 descnbed In AFR Retam the most recent for 1 
34-4	 fiscal year followmg dis-

contmuance of the PO. then 
destroy) 

6	 reports on apphcations reports required by AFR 34-2 idennfying number at HQ AFMPC/DPMSC destroy after 3 years
 
for vending stand 10- of apphcanons for vending stand locations reo
 

cations ceived from state hcensmg agencies, number
 
accepted. denied, and still pending, as pertams to 

apphcations from blmd persons-
7	 at MAJCOMS and inter- destroy after 3 months
 

mediate commands
-
8	 at mstallanons destroy after 2 years 

NOTE Records mamtamed by pnvate orgamzations are disposed of as prescnbed by the orgamzations' charterlbylaws (see volume I, paragraph 

3-1b) 

Figure 1. Continued. 

J
 -
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4. Administration Management. This table covers the records of admnustratrve studies that assess the need for 
adnumstrative systems Improvements The workload and orgamzational data collected may result In the Implemen-
tation of modem admmistratrve systems 

ITABLE 4-1 I 
I ADMINISTRATIVE SYSTEMS MANAGEMENT 

R A B C D 

U 
L If the records are or 
E pertain to consisting of winch are then 

1 adrmmstratrve systems approved admimstratrve system study propos- at HQ USAF and MAlCOM	 destroy I year after system 
studies als approving authonttes	 term mated or when no longer 

needed for reference, which-
ever ISlater r----

2 at other acnvines	 destroy when system termr-
nated
 r----

3 disapproved proposals destroy I year after disap-
provalr----

4 data collection matenal such as typmg logs, destroy 3 months after 
time studies, interviews, questionnaires, com- approval/disapproval of pro-
puter pnntouts and related records posal or when no longer 

needed whichever ISlater 

S. Publications Management. This table covers record sets of Air Force standard pubhcations and other publications 
In the publications systems subject to AFR 5-1, Air Force Pubhcations Management Program, and AFR 5-31, Pubh-
cations Libranes and Sets It does not cover records which are pnnted or duphcated to meet distribution require-
ments, such as plans, programs, histones, studies, reports, correspondence, and other such records not mcluded in the 
AF publications system 

I TABLE 5-1 I 
I PUBliCATIONS MANAGEMENT 

R A B C D 

U 
L If the records are 
E or pertain to consisting of winch are then 

·1	 regulations, manu- record set of each publication winch have at HQ USAF/MAJCOMs/maJor retire as permanent (see
 
als, supplements, AF-wlde or MAJCOM apphcabihty subordmate commands notes I, 2, 3, 5, 6, 8)
 
staff digests, pam-
phlets, visual aids,
 
penodrcals
r----

·2	 below major subordinate com- retire as permanent (see
 
mands which have MAJCOM or notes 2, 3, 6, 8)
 
Af'-wrde apphcabihty (see note
 
7)


t---
·3 record sets of regulations, manuals, staff digest major subordinate commands and destroy after 7 years (see 

below which do not have note 2) 
AF-wlde or MAlCOM apph-
cablhty_ 

·4 recurnng and handbooks, booklets or brochures contammg pamphlets that do not have destroy when rescinded, su-
one-time pamphlets mformative and mstructional (rather than AF-wlde or MAlCOM apphca- perseded or obsolete, or
 

directive) matenal bihty when no longer needed (see
 
note 4)
 

·5 visual aids	 charts, posters, or other graphrc Illustrations VISualaids that do not have
 
Issued for either permanent or temporary AF-wlde or MAlCOM apphca-
disnlav on walls bulletm boards etc blhty
 

6	 headquarters oper- record set of each pubhcation as prescnbed 10 at HQ USAF OPRs retire as permanent (see
 
atmg instrucnons AFR 5-1 notes 2, 3, 8)
 
(HOIs)
-
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ITABLE 5-1 CONTINUED I 
R 
U 
L 

E 

A 

If the records 
or pertam to 

are 
consisnng of 

B 

6.1 

7 operatmg mstruc-
nons (Ols) 

record COpiesand background matenal, If any, 
retamed by offices of primary responsrbihty 

8 

9 

10 

·11 

bulletins 

(RESERVED) 
recurnng penodi-
cals 

announcements, notices, temporary mstructions 
or dtrective matenal of no permanent reference 
value, such as base and weekly bulletms (see 
table 7-1 for pubhcanons bulletins) -. 

mdividual ISSUesand related background 
matenal of periodicals not having AF-wlde or 
MAJCOM apphcabihty 

12 

12.1 

newsoaoers/newssheets 

TIG Bnef record set 

13 

14 

15 

16 

recurnng penodical 
systems 

specialized publica-
nons systems 

telephone directories 

official record set for each approved recumng 
periodical m the system, mcludmg imnal 
request and jusnficanon for Issuance, cost data 
and specificanons of penodtcals and requests 
for approval, pubhcanons management office 
approval for ISSuance,each subsequent request 
and approval for change m specificanons, fund-
mg, or quantitanve requirements, OPR's cur-
rent annual request for continuance, and the 
pubhcanon management office approval, and 
other correspondence between the OPR and 
the pubhcanons management office concerrung 
the pubhcatron 

official record set for each approved system of 
specialized pubhcanons, including mitral re-
quest and jusuficatron for a spectal system of 
pubhcanons, publicanons management office 
approval, pnnted copy of each form prescnbed 
in the prescnbmg directive, and other corre-
spondence between the OPR and the pubhca-
nons management office concernmg the system 

17 
thru 
20 

(RESERVED) 

C 

wlu!;h are 

at MAJCOMs and major sub-
ordinate commands, and apply to 
the entire headquarters (such as 
HOIs) 
at HQ USAF/MAJCOMs/maJor 
subordinate commands and do 
not apply to the entire head-
quarters (such as directorate, 
division branch etc OIs) 
below major subordinate com-
mands 

at OPRs 

at HQ USAF 

at OPRs 

at pubhcations management 
offices or OPRs 

at publications management 
offices 

at OPRs 

D 

then 

destroy 2 years after super-
seded, rescinded or 
obsolete (see note 4) 

destroy when superseded, 
rescinded, obsolete or no 
longer needed (see note 4) 

destroy when superseded, 
rescinded, obsolete or 
when no longer needed 
I(see note 4) 
see table 190-1 

hold for 2 years then 
transfer to WNRC as per-
manent, offer to National 
Archives after \0 years m 
WNRC 

see table 100-13 

destroy when recumng 
penodical IS discontinued 

(see note 4) 

renre as permanent when 
pubhcanons system IS drs-
continued (see note 8) (see 
also table 8-\) 

destroy when pubhcations 
system IS discontinued 
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I TABLE 5-1 CONTINUED I 
R A B C D
 

U
 

L If the records are
 

E or pertain to consistmg of which are then
 

21 pnnted or duphcat- pubhshed plans, programs, histones, studies,	 see appropnate tables e1se-
ed records	 reports, correspondence, and other pubhshed where In this regulation 

or reproduced records for distnbunon re-
uuirements not subiect to AFR 5-1 

22 manuscripts or manuscnpts and drafts of proposed or revised at publications management destroy when printed pubh-
proofs publications, pnnter's galleys or page proofs, offices or OPRs cation IS received and deter-


and other workmz or control data mined accurate
-
23 camera-ready	 destroy when no longer
 

needed
 

24	 review of higher forms used to determine what action an OPR at pubhcations management orrgmals may be filed In
 

headquarters' pub- Intends to take on a higher headquarter's pub- offices and result In review of an supplement's record set as
 

hcanons for local hcanons, and for follow-up existmg supplement evidence of a special review,
 
Implementation and rules I thru 3 appJy
 

t--
2S at pubhcations management destroy on completion of 

offices and do not result In review suspense action or after 3 
of an exisnng supplement months If follow-up on 

specified suspense action IS 

not requiredr-
26	 at OPRs 

27	 master and func- Inventory record used to record data, dis- at master and functional hbranes destroy upon completion of
 
tional pubhcation crepancies, corrective actton and individual the next Inventory
 

hbraries conducting Inventory
-
28	 spot check record used to record date, discrep- destroy upon completion of
 

ancies, correcttve action and individual con- the next spot check
 

ductmg spot check
 

NOTES 

HQ USAF OPRs file and retain a duphcate copy of AF Form 673, Request for Issuances of Pubhcation, with related record set and background 

material SAF/AADPD retires the original AF Form 673 Below HQ USAF level, the original AF Form 673 IS filed and retained with the 

record set of pubhcattons 

2 Retain as current records until the pubhcation IS rescinded, superseded, or obsolete (Superseded means that the pubhcation has been replaced 

by one beanng either the same or a different number and subject Repnnts, including those incorporating changes since Issuance of the basic, are 

not considered superseding pubhcations ) Then remove from the active file, place In an inactive file which will be cutoff 31 December each year, 
and retire or dispose of as indicated Background material IS retained by HQ USAF OPRs untrl the related pubhcauon IS rescinded, superseded, or 
obsolete, and then retired with the record set to WNRC 2 years after annual cutoff Field OPRs retain background material for standard pubhca-
nons dated before I Jan 68, and retire It when the related pubhcation IS rescinded, superseded, or obsolete Field OPRs send background material 
for standard pubhcations dated on and after I Jan 68 to the pubhcauons management office for retention and retirement, except for digest, bulletins, 
and operating instructions (other than HOIs) 
3 AF Department publications prepared by a MAJCOM/SOA are retired as HQ USAF record sets Responsrbrhty for maintaining the record 

sets, including all essential background material, IS as agreed upon between the HQ USAF OPR and the preparing command When retmng the 

record set, the HQ USAF OPR IS shown In Item 5 (FROM block) of the SF 135, and "341" IS shown as the Record Group In Item 6a An acces-
sion number IS obtained from the HQ USAF OPR Staff Records Manager and entered In Item 6c of the SF 135, per HQ USAF HOI 12-1 Show 

the prepanng activity (MAJCOM/SOA and office) In Item 6f of the SF 135 

4 Report material of histoncal or other sigmficant value considered worthy of permanent preservation to SAF / AADAQD 

5 Air Force activities designated as Executive Agent for DOD pubhcations will be responsible for creation, maintenance, and retirement of the 

pubhcation and all records pertaining to It 
6 If the record set of a pubhcation IS In microform, then the microfilm of the record set must meet all archival standards and specifications out-
hned In,AFR 12--40 Otherwise, a durable paper copy must be created to satisfy the permanent retention requirements Viewer/pnnter COpies are 

not authonzed for this purpose Approval to use archival microform must be granted by SAF / AADAQD 

7 Air Force Departmental pubhcations prepared by the Air Force Standard Information Systems Center are retired as HQ USAF record sets 

Responsibrhty for maintaining the record sets, including background matenal, IS assigned to the Center OPR responsible for the particular 
automated data system which the directive records When retiring the record set to WNRC, the HQ USAF OPR IS shown In Item 6f (SERIES 

DESCRIPTION block) of the SF 135 "341" IS shown as the Record Group In Item 6a and accession number IS shown In Item 6c 

8 Offer to the Nauonal Archives In 5-year Increments when 25 years old 
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6. Reprographics. This table covers records on the requirements, 
Force reprographics (pnntmg, duphcatmg, copying, microform 
movement and dispositron of reprographics equipment, and reports 

hABLE6-1 I 
I REPROGRAPHICS 

R A B 

U 

L If the records are 

E or pertain to censisnng of 

1 controlled reprograph-	 forms and other records that document history 

ICS equipment	 of approved reprographics equipment (the 

requirements evaluations requests, approval, 
acqursrnon, maintenance, production volume, 
transfers and disposal) 

I--
2	 disapproved requests for reprographics equip-

ment 

3	 uncontrolled repro- forms and related records 

graphics equipment 

4 In-plant services	 job jacket files contammg original matter, nega-
tives, requismons, correspondence, and allied 

papers for each pnntmg job- 5 

-
6	 forms and correspondence for prmtmg 

-
7	 forms and correspondence that document the 

receipt and distnbunon of reprographics Jobs-
8	 forms, mcludmg requisinons, and correspond-

ence for duphcatmg or micrographics work-
9 

10 contractor services	 forms, mcludmg requisinons, and correspond-
ence related to pnntmg, duphcating and micro-
graphics work 

11	 the Pubhc Pnnter ser- forms, mcludmg reqursinons, correspondence, 
VICes and other federal invoices, and specifications from reprographics 

pnntmg sources procurement acnvines to the pnntmg sources-
12	 accountmg records, mcludmg reqursinons, 
transfer of funds, vouchers, recerving reports, 
and related records 

13	 reprographics produc- job logs, requisitions used in heu of logs, data 

non bases or other means of recording production 

14 reports	 in-plant pnntmg, duplicating, rmcrograpluc and 

copying cost, production and mventones, com-
rnercial cost and production. production stand-
ardsr--

15 

16 operatmg rules/notices AF Form 1112, Copying Machme Limitanon 

--other than VIsual and Unlawful Reproduction. Office Copy 

ards=applymg to Machme Identification Restncnons, and local 
COOlers oneranna notices 

*17 copier managers file copier authonzanon, hrmts, maintenance, and 

related mformanon 

procurement, production and cost control of AIr 
and related processes), the acquisinon, unhzation, 

C D 

, 

which are 

at HQ USAF/ 
MAJCOMs/SOAs and 

approving and operating 

levels 

at operating levels 

jobs at pnntmg plants not 
subject to repnntmg 

jobs at pnntmg plants sub-
.tect to repnntmg 

at requesting activmes 

at prmtmg, duphcatmg and 

rmcrographics activmes 

at duphcatmg and micro-
graphrcs acnvines 

at requestmz acnvities 

at contractor facihnes 

at AF reprographics pro-
curement actrvmes 

at AF pnntmg, duphcatmg 

and rmcrographics facih-
ties or copier mom tors, or 
at contractor facilities 

at HQ USAF 

then 

destroy I year after equipment 
hfe in the AF (when equip-
ment IS transferred to another 
AF activity for use, also 

transfer the related records to 
gammg actIvity} 

destroy after 2 years 

destroy after equipment IS 

dropped from AF Inventory 

following salvage or turn-in of 
equmment 

destroy I month after job 

completed 

destroy when obsolete 

destroy upon receipt of job, 
or If used to prepare budget, 
destroy after I year 

destroy after I month 

destroy I month after job 

completed 

destroy upon receipt of lob 

hold for audit trail, then de-
stroy 2 years after all excep-
nons have been cleared 

destroy 3 years after close of 
FY that job was completed or 
cancelled 

destroy 3 years after the 

penod covered by the 

account 

destroy 3 months after report-
mg production lAW AFR 

6-1 

destroy when 3 years old 

at MAJCOMs/SOAs and 

renortma actrvities 

at copy managers' offices 

and posted on or near 
copiers 

at copier managers 

destroy I year after reportmg 

oenod 

destroy when superseded or 
when machine has been per-
manently removed 

destroy when superseded, 
obsolete or no longer needed 
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7. Publications and Forms Distribution Management. This table covers records relating to policies and procedures for 
determmmg quantity requirements, distnbunng, stocking and requisinonmg pubhcations and forms required for AIr 
Force use 

ITABLE 7-1 

PUBLICATIONS AND FORMS REOUIREMENTS AND DISTRIBUTION 

R A B C D 

U 

L If the records are or 
E pertam to consIStIng of whIch are then 

1	 pubhcanons/forms forms. other records. and related correspondence at customer and publica- destroy when superseded, ob-
requisiuons and re- used to requismon or establish requirements for nons distnbunon offices solete or no longer needed
 

quirements nubhcanons/forms (POOs)
 

2	 pubhcations and non- stock record cards. re--order markers. inventory
 

accountable forms dis- control records. drstnbunon record cards. and
 

tnbunon status smular control media
 

3 accountable forms dis- destroy 2 years after removal 
tnbution status from active file (see note 3) 

4 accountable forms receipts, destruction ceruficates, and related cor- suspense copies of receipts destroy when signed receipt IS 

accountabihty respondence showing the Issue. receipt or destruc- received 

non of blank accountable forms (see note 1)r-
5	 signed receipts and de- destroy 2 years after last sen-

struction certificates	 ally numbered form in senes 

has been ISSUed or destroyed 
! (see note 3)~	 -

5.1	 customers' copies If not covered elsewhere in
 

this regulation, destroy 2
 
years after forms listed
 

thereon have been ISSued or
 
otherwise accounted for (see
 
notes 2 and 3)
 

6	 pubhcanons bulletins bulletins ISSUed to tel\ PDOs and their customers at issuing acnvitres and destroy after 1 year
 
the status of pubhcations and forms POOS
-

7 accumulated by customers	 destroy when no longer
 
needed or after I year. which-
ever IS sooner
 

NOTES 

1 For guidance concerning the destruction of urussued accountable forms. see AFR 7-1. paragraph 3-31 and AFR 7-2. paragraph 16c AFR 

12-50, volume II. does-not provide disposinon mstructions for forms in their blank (unused) state 

2 If the prescribmg drrecnve for a particular accountable form requires that the receipts be attached to or mamtamed WIth accountabihty records. 
then apply the same disposition 
3 Do not retire to staging area Retain m accumulatmg office until eligible for destruction (On mactivanon of office. see AFR 12-50. volume I. 
chapter 6) 

8. Special Publications	 Systems. This table covers specialized pubhcations authonzed by AFR 5-1. 

ITABLE 8-1 I 
ISPECIALIZED PUBLICATIONS I 

R A B C D 

U 

L If the records are or 
E pertaJD to consIStIng of which are then 

1 specialized publications see table 5-1
 
svstem iruttal approval
 

2 manuscI1Pts or proofs
 

3 technical orders (T0s) record copy of each TO in the AIr Force TO at USAF TO Repository, destroy 6 years after TO IS
 

system (AFR 8-2)	 USAF Technical Order rescinded, contracts are closed 

System Section. Oklahoma and equipment IS dropped 

City AIr LOgistics Center from AF inventory (EXCEP-
(OC-ALC/MMEOU) TION see note 3)'---
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I ITABLE 8-1 CONTINUED 

R A B C D 
U 

L If the records are or 
E pertain to consisting of whtch are then 

4 background matenal such as forms reports, at issuing activines destroy 2 years after TO IS 

correspondence and other records concern 109 superseded, obsolete or re-
imtianon, preparation and Issuance of, and scmded 
changes to TOs 

5 charactenstics guides record set of each pubhcanon, wluch includes see table 80-4 
a pnnted copy of each Issuance, edited 

manuscnpt (see table 5-1), pnnted copy of 
each fonn prescnbed, document showing sig-
nature of approving authority, document show-
109 latest annual review by approving author-
tty, and related background matenal such as 

records relatmg to developing, coordmatmg 

and issuing each pubhcation 

6 extension course mate- see table 50-4 
nal, OJT packages, and -
other trammg publica-
nons 

7 specialized publications dispose of per appropnate 
Identified elsewhere 10 table and rule 10 AFR 12-50, 
this regulation volume II (see note 6) 

8 commumcanons secunty at AF Cryptologic Sup- retire as permanent each edi-
(COMSEC) codes and port Center, Electronic non contammg a change 10 

authenticator systems Secunty Command content, format, or production 
publications pnnciple (code generation 

media) (see notes I and 2) 

9 Air Force Occupational at HQ AFMSC/SGP and retire as permanent (see note 
Safety and Health HQ AFISC/SEG 5) 
(AFOSH) standards 

10 Strategic Air Command record copy of each SAC CEM as listed 10 at issuing acnvines destroy 6 years after super-
Civil Engmeering Man- SACR~7 session or rescissron 

- uals (SAC CEMs) 

11 background matenal such as forms reports, destroy 2 years after SAC 

correspondence and other documentation con- CEM IS superseded, obsolete 

cernmg irunanon, preparation, Issuance and , or rescinded 

changes to SAC CEMs 

12 consolidated base per- record COpies of CBPOLs at HQ AFMPC destroy after 2 years (see note 
sonnel office letters 4) 

- (CBPOLs) 

13 COpies of CBPOLs used as a pohcy reference at CBPOs, MAlCOM destroy after 1 year (see note 
file and maintained 10 control number sequence DCS/P staffs, satellite per- 4) 
by calendar year sonnel acnvtties, and geo-

graphically separated units 

oersonnel offices 

*14 AF Medical Logistics record copies at the Air Force Medical destroy after 25 years (see 

~ Letters (AFMLLs) Logistics Office (AFMLO) note 4) 

*15 COpies of the AFMLLs at medical treatment facih- destroy after 2 years (see note 

ties, HQ USAFI Surgeon 4) 
General, HQ Air Force 

Medical Service activines, 
MAlCOMI SO As, and 

USAF Reserve 

*16 Air Force Engmeenng record copies at HQ AFESC destroy 2 years after superses-
and Services Center sion or rescision 

~ Energy Techdata 

*17 copies at Energy and CIVil destroy when superseded or 
Enzmeermz activities rescinded 
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ITABLE 8-1 CONTINUED I 
R A B C D 

U 
L If the records are or 
E pertain to consisting of which are then 

*18 Air Force Engmeenng record copies at HQ AFESC destroy 2 years after superses-
and Services Center Ser- sion or recrsion 

t--- vices Letters 

*19 copies at Services actrvines destroy when superseded or 
rescinded 

*20 Air Force Technical record sets of each TI and LP Issued by at Technical Operations retire as permanent (note 5) 
Applications Center AFT AC wluch include a pnnted copy of each Division 
(AFT AC) Technical Issuance, manuscnpt, technical wnter draft, 
Instructions (TI) and authorizanon documentation, coordmanon 
Laboratory Procedures record, latest annual review, and background 
(LP) matenal used m the development of the TI or 

LP 

NOTES 
Retain as current until the publication IS rescinded, superseded or obsolete (Superseded means that the publication has been replaced by one 

beanng either the same or a different number and subject ) Remove from the current file, place in an inactive file and cutoff 31 December each 
year Retire per AFR 12-50, volume I, paragraph 4-2 and chart 4-1. (NOTE AF Departmental specialized pubhcanons prepared or Issued by 
MAlCOMs or SOAs are retired as HQ USAF record sets Responsibrhry for rnamtammg the record sets, including all essential background 
matenal, IS as agreed upon between the HQ USAF OPR and the preparing command When retmng, the HQ USAF OPR IS entered in Item 5 of 
the SF 135, and "341" entered in Item 6a as the Record Group No Indicate the preparing office (MAlCOM or SOA and office) in Item 6f of the 
SF 135 An accession number IS obtained from the HQ USAF OPR Staff Documentation Manager and entered in Items 6b and 6c of the SF 135 
before shippmg the record sets to WNRC per HQ USAF HOI 12-1) Record sets of documentation in rule 8 Will be offered to National Archives 
when sensmvity and classification no longer prevent their use for historical research. 
2 Regeneration cntena may be destroyed after they have been used and authonzed for destruction by usmg units 
3 Pnor to authonzmg OC-ALCIMMEDU to destroy TOs on expiration of retention penod, the responsible air logtsncs center (ALC) will 

a Insure that all AF obhganons to other users (Air National Guard, Air Force Reserve, Military Assistance Pact countnes and Foreign Military 

Sales customers, etc) have been satisfied 
b Insure through the ALC Staff Judge Advocate and HQ USAF/JAC that there are no unsettled claims, lmganon or other incomplete actions 

involving a rescinded TO 
c Provide a hstmg and offer the TOs to the Director, Air Force Museum, Wright-Patterson AFB OH 45433 
d Obtain wntten permission from the data source to release TOs for museum use If they contain proprietary data If any conditions are 

Imposed by the contractor, they will be stipulated in the transfer agreement 
4 Retain m current file until eligible for destruction 
5 Offer to National Arcluves m 5-year increments when 25 years old 
6 When a speciahzed pubhcanon IS not descnbed in AFR 12-50, volume II, submit AF Form 525 and a sample of the pubhcanon to 
SAF / AADAQD requesting estabhshment of disposition authonty under the appropnate functional table 

9. Forms Management. This table covers records relating to general policies and procedures governing the produc-
tion of forms, standards, methods, techniques, and operating procedures for effectively developing and using forms in 

the AF. 

ITABLE 9-1 I 
I FORMS MANAGEMENT I 

R A B C D I 
U I 
L If the records are or I 

I 
E pertain to consisting of	 which are then I 

1 Air Force Forms Man- records that reflect development, formulation and at HQ USAF and destroy when 6 years old, ear-
agement Program	 Issuance of all basic plans, pohcies and procedures, MAlCOMs her disposal ISauthonzed If 

and the mana genal control of the AF-wlde forms the records are superseded, 
management program Which encompasses obsolete, or no longer needed 
development of standards, design, typography and for reference 
specifications for, and consolidation, Identification, 
registranon and standardization of aJl forms 
created by AF acnvines 

*2 functional forms files collection of current forms used for control, prece- destroy Immediately discon-
dent, companson and general reference tmued, superseded. revised or 

renlaced 
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I TABLE 9-1 CONTINUED I 
R A B C D 
U 
L If the records are or 
E pertain to censisting of which are then 

3 numencal forms files approved AF Form 1141and/or DD Form 67 destroy I year after obsoles-
(both titled Request for Approval of Form) sub- cence (see note) 
mitted by OPR for the form, and all revisions, 
latest pnntmg specifications, latest AF Form 1382, 
Request for Review of Pubhcanon and/or 
Form(s), showing status of the form, records about 
the form. a final draft/master or a copy of the 
current edmon showing the OPR's approval, and a 
copy of each printed edition of the form 

4 (RESERVED) 
5 forms management re- reports of forms management acnvrnes, progress, consolidated reports at HQ destroy after 5 years 

r- ports status, and costs USAF 

6 at MAJCOMs and major destroy after I year 

r- subordinate commands 

7 at acnvines below major destroy on completion of 

r- subordinate commands next report 
8 Forms Management Activity Record (AF Form destroy after I year 

1798)used to prepare Forms Management Prog-
ress Report (AF Form 1799) 

9 Forms Register (AF control cards on command and office forms, show destroy I year after date 
Form 1797) forms numbers. OPR, prescnbmg directives, re- form became obsolete 

production actions and costs 

NOTE Pnnted copy of each prescnbed form, copy of request for approval of the form, and the document that established the requirement Will be 
filed With the record set of the prescnbmg directive 

10. Administrative Communications. These tables cover general correspondence, messages, admmistrative orders and 
other admimstrative records not covered elsewhere 

ITABLEUH I 
I CORRESPONDENCE ", MESSAGES AND PROJECT FILES 

R A B C D 
U 
L If the records are or 
E pertain to consisting of which are then 

1 general correspondence letters, indorsements, memoranda, reports, and at HQ USAF/ retire as permanent (see note 
(permanent)	 related data mvolvmg a vanety of subjects (not MAJCOMs/major subor- 1) 

appropnate for fihng Withother records senes) dmate commands func-
and categonzed under the AF Subjective Classi- tlonalOPRs 
ficanon System except officeadrmmstranon, ere-
ated or received that records pohcy making and 
program management guidance for wluch the 
office has onmarv resnonsibihtv 

2 general correspondence categonzed under the AF Subjective Classificanon destroy after I year 
(temporary) System and created or received by any office not 

covered bv rule 1 t---
3 duplicate files kept by action officers, supervisors, 

or supervisory or momtonng offices when record 
COpiesor officialfile COpiesare filed elsewhere in 

the same organizational element (see note 3) I--
3_1 that portion of the correspondence files. cate- at HQ USAF/ 

gonzed under the AF Subjective Classificanon MAJCOMs/major sub-
System, that does not document policy making ordinate commands func-
and program zurdance tional OPRs (see note 4) 
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TABLE io-i. CONTINUED
 

R A B
 
U
 
L If the records are or
 
E pertain to consisting of
 

4 transitory matenal	 transmittal records that add no sigruficant mforma-
tion to matenal transmitted, not needed to docu-
ment specific functions or actions, but are of refer-
ence value and are kept In a separate chron-
oloaical file 

5 reading file	 extra COpiesof letters, messages or other records 
used for penodic review by office staff, as a cross-
reference to the record COpies filed In the same 
office, for signature control, preparation of 
periodic reports, or for similar admmistranve pur-
poses, and are maintained In a separate chrono-
logical file 

6 message file	 extra COpiesof messages, except those covered 
elsewhere In this table or table 100-14 or those 
filed With other reeords senes used as a cross-
reference to the record COpiesor file COpies,and 
are mamtamed In a separate file by date-time 
group, control number or some other finding 
featureI--

6.1	 COpiesof separate senes messages maintained as a 
policy reference file 

-
6.2	 COpiesof ALPERSCOM and AIG 8106 "B" and 

'W" senes messages used as a policy reference file 
and are In control number sequence WIthin a cal-
endar year 

r---
6.3	 record set of ALPERSCOM and AIG "B" and 

"W" senes messages 

7 office projects/studies	 case files of mdrvidual projects/studies relating to 
an office's management function, such as analyses 
of pohcies/procedures, or actions or changes In 
the manner or method of planmng, directing, con-
trolhng, or doing work (do not Include man-
agement studies covered In table 25-1, cost stud-
ies, In table 173-1, R&D projects/studies In 
SD-senes tables, or any other project or study 
covered elsewhere In volume II of this regulation) r---

8 

I--
9 

r---
10	 background and working matenals, such as routine 

requests for reports or data, routine correspond-
ence concerning admuustranon of the 
project/study, extra COpiesof records or reference 
materials, data analyses and summanes, drafts, and 
other prehnunary papers leading to final results or 
findings not needed .0 document the protect/studyL...--

AFR 12-50 

C 

which are 

-

at MAlCOMs, CBPOs, 
satellite personnel ac-
twines and geographically 
separated urut personnel 
offices 

at HQ USAFIMPEA and 
HO AFMPC 

at OPRs at any level and 
which result In ISSuance 
of a pubhcanon 

at major subordinate com-
mand OPRs and above, 
and do not result In ISSU-
ance of a nublicanon 

below major suborcbnate 
command OPRs, and do 
not result In Issuance of a 
pubhcatlon 

Vol II 30 October 1987 

D 

then 

destroy 3 months after 
monthly cutoff or when no 
longer needed, whichever IS 
sooner 

destroy 1 year after monthly 
cutoff or when no longer 
needed, whichever IS sooner 

destroy 6 months after 
monthly cutoff or when no 
longer needed, whichever IS 
sooner 

destroy after 1 year or when 
no longer needed, which-
ever ISsooner (EXCEP-
TION destroy EMCs and 
IMCs when superseded or 
rescinded by a formal pubh-
canon) 
destroy after 1 year (see 
note 5) 

destroy after 2 years (see 
note 5) 
Include as background mate-
nal to the pubhcanon and 
cbspose of according to table 
5-1 

destroy 20 years after com-
plenon of project/study or 
when no longer needed 

destroy 2 years after proj-
eet/study ISclosed 

destroy when no longer I 
I

needed or on completion of 
the project/study, which- : 
ever ISsooner 
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I TABLE 10-1 CONTINUED I 
R A B C D 
U 
L If the records are or 
E pertain to consisting of which are then 

11 any of the matenal Identified m rules 7-10 above at offices other than OPRs
 
and not needed to document other records senes (such as morutonng, con-

trol or feeder offices)
 

11 any of the matenal idennfied in rules 7-10 above at offices other than OPRs
 
and not needed to document other records senes (such as morutonng, con-

trol or feeder offices)
 
12	 staff rneetmgs and record COpiesof agenda, mmutes and related cor- at major subordinate com- retire as permanent (note I) 

conferences (not respondence (see table 25-3 for AF committee and mands and above 
covered elsewhere) board records and for sound recordings) not filed 

with another senes-
recorded mother senes	 destroy after I year.1ll. 

13	 record COpiesnot filed with another senes below major subordinate destroy after I year, on mac-
commands	 nvanon of activity, or when 

no longer needed, which-
ever IS sooner-

14	 mformation COlliesnot filed with another senes 

15	 block assignment of messages/fetters correspondence relating to uunal at MAlCOM AIG man- place in macnve file on can-

address mdicanng assignment of AIG block and any subsequent agers (or at any lower cellanon of the block, de-

groups (AIG) numbers changes or adjustments level to winch AIG man- stroy after I year
 

agement authority IS dele-
zated) 

16	 address mdrcatmg messages/letters of promulgation, copies of each at cogruzant authorities destroy after 3 months (note
 
group case files modification or recap, and related correspQndence and AIG managers 6)
 

17	 form or guide letters coordmation copy of form or guide letters at approving authorities destroy when superseded or 
obsolete 

NOTES 
I Rule I applies to correspondence and other data of the type descnbed in AFR 12-50, volume I, paragraph 3-4 which are not filed as, or filed 
with, a separate senes idennfied elsewhere in volume II of this regulation The file IS not screened or a further segregation attempted to separate 
permanent from temporary when the file IS cutoff or retired, except as provided for in AFR 12-50, volume I, paragraph 7-4b Offer records to 
National Archives in S-year blocks when latest record IS 25 years old. 
2 RESERVED 
3 Rule 3 applies when an enure file consists of duplicate COpiesmamtamed for morutonng purposes 
4 Offices wluch are subject to condinons in rule I will use rule I and 3 I for their correspondence files 
5 Retain in active file until ehgible for destruction 
6 Cutoff as of end of month in which cancelled or m winch recapped, except retain mmal promulgation messagelletter With background matenal 
With recap correspondence until AIG IS cancelled 

I TABLE 10-2 I 
I ADMINISTRATIVE COMMUNICATIONS DISTRIBUTION AND CONTROL 

R A B C D 
U 
L If the records are or pertam 

E to consisting of which are then 

1 commurucanons distnbunon forms or similar media used to determine distribu- destroy after 3 months or when
 
non made of mcommg commumcanons no longer needed, whichever IS
 

- sooner
 
1.1	 forms or similar media prepared for subject rout- destroy when superseded or
 

mg of termmated message traffic by the message obsolete
 
distnbunon function of telecom centers
t--

2 message registers/logs destroy after 6 months or when 
no longer needed, wluchever IS 

sooner 
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ITABLE1~2 CONTENUED 

R A B C D
 

U
 

L H the records are or pertain
 

E to CODSlStingof which are then
 

3 admirustration commurucation message/correspondence review !Improvement destroy when no longer needed.
 
reviews check lists and smular records IISed to review mes-

sage or correspondence management
 

4 (RESERVED) 

5 suspense control extra COpies of communications, forms, notes, etc	 destroy when reply IS received
 

or action IS comoleted
 '--
6 file COpies of transitory communicanons destroy when no longer needed 

or file With transitory matenal 
.oer table 10-1-

7 file COpies of nontransitory communications	 incorporate With appropnate
 

record senes per other tables
 

when no lon~er needed
 

ITABLE 1~3 I 
IADMINISTRATIVE ORDERS 

R A	 B C D I 
I 

U 

L H the records are or
 
E pertain to consisting of which are then
 

1	 background matenal to letter request for orders, amendments, etc, jusnfica- destroy after I year (see note I)
 
orders 10 rules 2, 2 1 non files on Special authorizanons when required by
 

and 4 orders oubhshma activity
 

2	 permanent orders ongmals or record COpies of G-senes special orders organized and retire as permanent (see note 3). 
and MO, movement orders	 maintained per 

AFR 10-7 (see 

note 1) 

2.1	 Temporary orders originals or record COpies of Ae-senes, Oe-senes, destroy after S6 years (see notes 4 

Xr-senes aeronautical and reserve orders and SlI---
3 ongmals or record COpies and background matenal destroy 1 year after annual cutoff 

for M- and P-senes special orders Issued after calen- (see notes 1 and S) 
dar year 1966, T -senes special orders, Y-senes ord-
ers, squadron non prefixed smgle numbered senes spe-
cial orders and PA- PB-senes ~J:clal ordersI---

4 M- and P-senes special orders Issued before calendar destroy after 15 years (see note 1) 
year 1967 

*5 orders covered by rules other COpies distrtbuted to any AF activtty for mfor- destroy when no longer needed, or
 
2 thru 4 matron or other record purposes (includes CBPO apply same disposition as files they
 

adnumstratrve file COPies) record (see other tables 10 this
 
regulation), as appropriate
 

*6 Automated Orders Identification data 10 computer IISed to prepare tem- destroy when the mdrvidual to
 

Data System porary duty travel orders whom the data pertains IS reas-

Signed
 

NOTES 
Justification files for special authorizations, theater clearances, and other coordinations, approvals, or other records such as letters, messag 

etc, wluch support the content or need for the orders, are maintained by orders-Issuing/approval officials per AFR 10-7 

2 (RESERVED) 
3 Offer to National Archives 10 IO-year blocks when latest records 10 block are 25 years old 

4 Aeronautical, reserve, and A-senes orders dated prior to May 1964 may be retained at NPRC for reconstruction of military personnel recc 

destroyed by the 1973 fire, until no longer needed When no longer needed, apply approved retention penod 

5 The 'Y", "0", and "X' senes of orders are shredouts of certain types of civilian travel The "Y" order replaces the "T" for all civilian TD": 
attend traimng "T" IS used for all other temporary duty actions for both rmhtary and CIVIlian employees "0" replaces" A" for all PCS-OC 

funded career program selections "A" senes IS used for all military PCS orders, separations and certain appointments 'X' replaces" A" fo, 
other civilian PCS orders 



15 

s, 

ds 

to 
'0 
all 

AFR 12-50 Vol II 30 October 1987 

11. Administrative Practices. These tables cover adrmrustranve records not provided for elsewhere In this regulation, 

I TABLE 11-1 I 
I OFFICE SUPPORT 

R A B C D 
U 

L If the records are or 
E pertain to consisting of which are then 

1 office administrative records accumulated by mdivrdual offices that destroy after 2 years, or 
files relate to the mternal admmistranon or housekeep- when no longer needed, 

mg acnvines of the office rather than the functions whichever ISsooner 
for which the office exists, including records 
related to the office orgamzation, staffing, pro-
cedures, and commurucations, the expenditure of 
funds, including budget papers, day-to-day 
adrmmstration of office personnel mcludmg tram-
mg and travel, supphes and office services and 
equipment requests and receipts; the use of office 
space and utihties, COpiesof mternal activity and 
workload reports (mcludmg work progress, stans-
tical, and narrative reports wluch are prepared in 

the office and forwarded to higher levels), If not 
covered elsewhere, and other matenals that do not 
serve as official records of the programs of the 
office (note 5) 

2 (RESERVED) 
3 (RESERVED) 
4 source, support or con- working papers, drafts, stenograpluc notes, tapes destroy when no longer 

trol data and disks that have been transcnbed, charts, needed (see note I) 
diagrams, or other grapluc matenal used for 
bnefings, or similar data that are summanzed m 
final or other form which are used to facilitate or 
control work in progress and are not needed for 
record purooses 

4.1 

thru (RESERVED) 
4.6 

5 (RESERVED) 
6 reports, controlled and at prepanng acnvines destroy when no longer 

uncontrolled (defined in needed. 
AFR 700(11) (not cov-
ered elsewhere) (see 

r--- note 3) 
7 at requiring acnvines submit a records disposrnon 

recommendation per volume 

I----- I naraaranh l-2b 
8 mformanon COpies at morutonng or inter- destroy when no longer 

mediate activities needed. 
9 precedent files extra COpiesof selected records received or destroy when superseded, 

created reflecting policies, procedures, instructions obsolete, or no longer 
or functional responsibihnes; examples of typical needed, whichever ISsooner 
cases; and similar data which ISor IS not mother 
record senes that may serve as an example, reason 

'- or iusnficanon for a later action 
9.1 (RESERVED) 

10 office mstructions, addi- collection of reports, checklists, worksheets, cor- destroy when superseded, 
nonal duty hand- respondence, instrucnons, and related records obsolete or no longer 
books/workbooks (see which prescnbe or state a desired way of perform- needed, whichever ISsooner 
note 2) mg a local task or function wluch are not appro-

pnate or ISSUedas standard pubhcanons (see table 
'-- 5-0 
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ITABLE 11-1 CONTINUED 

R A B C D 

U 
L If the records are or 
E pertain to consisting of which are then 

11 burlding or office ser- records relating to automobile parking permits,
 
VICes(not covered else- office space assignments and coding, mstallatron of
 
where) commumcanon equipment.. Issuance of room keys,
 

transportation services, locksmith services and re-
lated records 

12 presentation aids (not schedules, wntten or recorded speeches, talking
 
covered elsewhere) and bnefing papers, graphic and speech aids, and
 

related records
 

13 {RESERVED}
 

14	 general reference pub- master, functional, or operational files of publi- destroy when superseded, 
hcanons (see note 2)	 cations (see AFR 5-31) and pubhcanons of other obsolete, or no longer 

government agencies or pnvate orgaruzanons needed, whichever ISsooner 
which are not record COpiesand are rnamtamed 

for general reference 

15	 techrucal/speciahzed not record COpiesof pubhshed or reproduced
 
reference matenals (see reports, drrectives or other records; extra sets of
 
note 2) motion pictures, stili photographs, shdes, sound
 

recordmgs, maps, charts, and similar matenals not 
covered elsewhere and marntamed for techmcal or 
specialized reference p~oses -

16	 not record COpiesof rule IS reference matenals, report them to SAF /
 
but are considered worthy of permanent retention AADAQD per volume I,
 
or diSPOSItiOnby other than actual destruction [para 3-2
 

17 orgamzanonal plannmg	 orgamzational and functional charts, personnel at HQ USAF/MAJ- renre as permanent one rec-

charts, mdicanng grades and ratmgs, and other COMs/maJor subordmate ord copy (see note 4)
 
orgamzational planmng records not covered e1se- commands staff offices
 
where down to and mcludmg
 

directorate or comparable 
level~ 

18	 below organizational destroy when superseded or
 
levels cited m rule 17 obsolete
 

NOTES 
I When disposrtion mstrucnons for any matenal covered by these rules are predictable (such as "destroy when next machine hstmg ISproduced"), 
enter the predictable event, nme, etc, as the cutoff mstrucnons on the related AF Form 82 AF Forms 82 are not required for any matenal 
covered by this rule which ISnot filed or retained for any penod of time However, they may be idennfied on AF Forms 80 If specific matenal IS 
rdentified, except working papers and drafts which are destroyed daily or dunng the course of normal business 
2 General reference pubhcations and techrucal/specrahzed reference matenals, office mstructions, additional duty handbooks, workbooks and con-
tmuity folders, WIll not be reported on records management reports However, they may be Identified for disposmon control purposes on AF 
Forms 80 and 82 at the discretion of the command records management officer 
3 When reports which are covered elsewhere in tlus regulation are mamtamed as feeder reports, summanes, or only for information purposes, 
they may be filed and disposed of under the provisions of rule 8, tlus table 
4 Offer records to the National Archives In S-year blocks when latest records IS25 years old 
5. This rule IS not apphcable to the record COpiesof orgaruzational charts, functional statements, and related records that record the essential 
organization, staffing, and procedures of the agency 

ITABLE 11-2 I 
IADMINISTRATIVE RECORDS 

R A B C D 
U .
 
L If the records are or
 
E pertain to consisting of which are then
 

congressional inqumes nonroutine mqumes and rephes relanng to or at OSAF and HQ USAF retire as permanent (see note 
mvolvmg AF policy, procedures, plans, classified 4) 

1 

information, and other matters of Importance-
such as changes In status or location of AF orgam- (
zattons, acnvines or mstallanons, production fa-
crhties, major procurement or allied matters '---
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ITABLE 11-2 CONTINUED•R A 

U 

L If tbe records are or 
E pertain to 

I 

consisting of 

B 

wbich are 

C 

then 

D 

2 
r---

3 routme and noncontroversial communrcatrons 

below HO USAF 

at HQ USAF 

destroy after 5 )'ears 

destroy after 2 years 
from and to members of Congress relatmg to 
unclassified rnformanon-s-such as requests from 
military personnel for discharge or reassign-
merit, for assistance m placement m federal ser-
Vice, to place contractors on AF bidders' hsts as 
source of procurement, and mqumes from con-
stituents about surplus property 

3.1 at OSAF and all activities destroy after 1 year 
below HO USAF 

3.2 congressional travel letters, requests for travel orders, messages, trip destroy after 6 months or 
reports, and related data and attachments per- when no longer needed, 
taming to congressional travel sponsored by the whichever ISsooner (see note 
Department of the Air Force 3) 

3.3 (RESERVED) 
4 Joint Chiefs of Staff JCS papers Implemented by the AF, and made they have the same dISPOSI' 

(JCS) documents a part of the AF documentation of the action non as the records they 

- Im~lemented document 
5 JCS papers received for mformanonal purposes destroy when superseded, ob-

- onlv solete or no longer needed 

5.1 bnef packages, bnef sheet, mdex, coordmation at HQ USAFIXOXJ retire as permanent after 5 
and receipt sheet, talkmg papers, background years (see note 4) 
papers, service changes, and other related 

- papers to support bnef package 

;.2 at other than HQ destroy after 3 years or when 
USAFIXOXJ no longer needed, whichever 

- ISsooner 
5.3 Air Force responses to JCS taskmgs (replies at HQ USAFIXOXJ retire as permanent after 5 

- and support matenal) lyearsJsee note 41 
5.4 at other than HQ destroy after 3 years or when 

USAFIXOXJ no longer needed, whichever 
ISsooner 

6 Secretary of the AIr formal delegations and assignments of authority record sets at SAF / AAA retire as permanent-Isee note 
Force Orders (SAFOs) and responsrbrhnes Issued by (or by order of) 4) 

the Secretary per AFR 11-18, and related back-

I--- ground data 

7 below SAF wluch are the they become background 
basis for an AF publicanon material to the related pubh-

I--- canon (see table 5-I} 
8 at HQ USAF and retire as permanent (see note 

MAJCOM OPRs which 4) 
are not the basis for an AF 
pubhcatlon 

9 informatron COpies destroy when superseded, ob-
solete or no longer needed 

10 (RESERVED) 
11 drafts and related background data which are destroy after 2 years or when 

disapproved for Issuance as a SAFO or AF no longer needed, whichever 
pubhcanon ISsooner 

Oil support agreements host-tenant support agreements accomplished destroy 6 years after agree-
under AFR 11-4, With any modifications, rnent ISsuperseded or ter-
memoranda of understandings. as required, minated 
reports and related records concerning services 
rendered and assignment of real property and 

- facihnes to tenant and attached units 
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I TABLE 11-2 CONTINUED 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then I 

·12.1 interservice support agreements and related I 

-
correspondence 

4000 19-R 

accomphshed under DOD 
I 

·12.2 support agreements accomplished under other I 
than AFR 11-4 and DOD 4000 19-R or pro- , 

-
curement 
above 

directives, and not Included In rule 12 j 

12.3 Information 

ments and 

COpies of host-tenant support 
other support agreements 

agree- destroy when agreement 
superseded or terminated 

IS I 
13 fund-raismg campaigns correspondence, receipts, InVOICes and Similar destroy on completion of 

or related records next equivalent campaign or 
after 1 year If there IS no next 
ecuivalent campaign 

14 General Accounting reports and correspondence on GAO/DAS sur- at HQ USAF destroy after 5 years 

Office (GAO) and veys and reviews of AF acnvines to evaluate 

Defense Audit Service effectiveness, economy of adrmrustranon, and 

(DAS) reports conformance to legal requirements, and reports 

and correspondence on action taken as a result 

r---- of GAO/DAS findmga/recornrnendanons 

15 below }{Q USAF destrox after 3~_ears 

16 official visits/steff visits requests for permission to VISit, reports of VISits at offices performing VISitS, destroy 2 years after comple-
(includmg findings, recommendations, and and which are not made a non of next comparable VISit, 
followup actions), and other directly related part of or needed to docu- on completion of related 

records relatmg to scheduled or special VISits to ment another records study or when no longer 
perform staff or technical assistance to AF senes covered elsewhere needed, whichever IS sooner 
acnvines, for conductmg Studies, or attending 

scientific, technical, or professional meenngs or 

r---- business conferences 

17 at offices or orgamzatrons destroy on completion of 
VISited, and which are not next comparable VISit or 
made a part of or needed when no longer needed, 
to document another rec- whichever IS sooner 

r---- ords senes 

18 at mtermediate, momtonng destroy I year after all action 

f--- or evaluatma offices has been completed 

19 notifications of VISits, itmeranes, rosters of VISI- at offices making VISitS, or destroy on completion of 
tors, and comparable transitory matenal not at offices VISited VISit 

r---- needed to record VISit r~orts 

20 VISit schedules destroy when superseded or 
obsolete 

21 deleganona/designa- correspondence, forms, orders, and related destroy when rescinded, su-
nons of authonty and records, but not needed to document a trans- perseded or obsolete 

addiuonal duty assign- action, another record senes, or not covered 

ments elsewhere m this regulatlonil;ee note 5) 

22 officer of the day (00) reports of 00, SDO, CQ, and comparable duty destroy after 3 months 

and charge of quarters officers 
(CO) 

23 reports on applications reports required by AFR 34-2 idennfying at HQ AFMPC/DPMSC see table 34-1 

for vending stand loca- number of apphcatrons for vending stand loca-
nons nons received from state hcensmg agencies, 

number accepted, denied, and still pending, as 

r---- pertains to applications from blmd persons 

24 at MAJCOMS and inter-

~ mediate commands 

25 at mstallations 
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I TABLE 11-2 CONTINUED	 I 
R A B C D 
U 

L If the records are or ~ 
E pertam to consisting of whIch are then 

26 community service pro- reports at HQ AFMPC/MPCASC destroy when superseded, 
gram obsolete, or no longer 

I--- needed 

27 at other than HQ destroy after 2 years 

I--- AFMPC/MPCASC 

28 legal agreements and permits obhgatmg the AF destroy when superseded, ob-
solete or no longer needed 

29 locator or personnel cards. machine hstmgs, rosters and comparable destroy when superseded, or 
data data on reassignment or separation 

of mdivtdual (see note I) 
(See table 182-2 for postal di-
rectory ) 

30 duty rosters rosters, forms and other records destroy after 6 months or on 
inactivation of urnt, which-
ever ISsooner 

31 individual record of cards used for military personnel destroy 6 months after card 
duty has been filled, or destroy 

immediately after individual 
ISseparated or transferred, or 
on mactrvatton of unit, 
whichever ISsooner -

32	 cards used to record attendance of contract tech- destroy when no longer 
meal service and similar personnel needed for audit purposes 

33	 Internal mspections/ letters. checklists, report of findings. and docu- destroy I year after com ple-
self-inspection check- ments pertammg to penodic local mspecnona/in- non of next comparable m-
IIsts/mventones (not ventones and are nOI a part of or needed to docu- spection/mventory or when 
covered elsewhere) ment another record senes covered elsewhere no longer needed. whichever 

ISsooner 
34 overtime requests form record of approval or disapproval of over- at supervisory, approval destroy when records are 3 

time, hohday premium pay, and compensatory authority, or adrmmstra- payroll years old (see note 2) 
time nve level 

35 gifts from foreign gov- background information related to gift presenta- destroy after 30 years or 
ernments to AF per- nons, requests to retain gifts for official use, when no longer needed, 
sonnel, consultants and appraisals, request approvals, reports, guidance on. wlnchever ISsooner 
their dependents accepting gIfts, mvestiganve data, admimstranve 

or discrphnary action against VIolators of gIft 
acceptance and reportmz nrovrsions 

-36 flexrtirne attendance supplemental time and attendance records, such kept by supervisor destroy after 3 years or after 
records as sign-m/srgn-out sheets and work reports, used GAO audit, whichever IS 

for time accounting under flexrnme systems sooner (see table 177-21, rule 
3) 

NOTES 
When the reverse of AF Form 624 ISused to record a disclosure of personal Information covered by the Pnvacy Act, the form must be kept for 

at least 5 years from the date of the last disclosure or the life of the record, whichever ISlonger (See AFRs 11-24 and 12-35) 
2 Documents may be retained In office until ehgible for destruction 
3 When congressional travel records are used as background for case files, their disposrtion WIll be the same as the files they support 
4 Offer to National Archives In 5-year blocks when latest record IS 25 years old 
5 See table 40--1 for CIVIlIanpersonnel office authonties, table 70-5 for designation and appomtment of contracting officers, table 182-2 for ap-
pomtment of unit mall clerk, and table 177-17 for appointment of caslners and agents 
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ITABLE 11-3 I 
I WAKE ISLAND VITAL STATISTICS AND NOTORIAL RECORDS 

R A B C D 
U 
L If the records are
 
E or pertain to consisting of which are then
 

1 Vital statistics	 apphcanons, hcenses, certificates. reports, registers, at Wake Island hold mdefimtely on Wake
 
logs, etc, pertammg to marnages, births, deaths, Island (see note)
 
divorce, dissolution of marriage, annulments, and
 
related records
 

2 notanes pubhc	 apphcations for appointment as notary, recommen-
danons, letters of appointment, logs and registers
 
used to record notanzation of records, and related
 
records
 

NOTE If junsdicnon over Wake Island IS transferred to another agency, contact SAFf AADAQD for disposinon mstructions 

12. Records Management. These tables cover policies and procedures govermng the creation, maintenance, dISPOSI-
tion, preservation, storage and retrieval of records. They also include records on the management of microform sys-
tems, the Freedom of Information Act Program and the Pnvacy Act Program. 

ITABLE 12-1 I 
IRECORDS MANAGEMENT PROGRAM 

R A B C D 
U 

L If the records are or
 
E pertain to consisting of which are then
 

1 records management	 records pertammg to development, estabhsh- destroy when 6 years old or 
planrung	 ment, supplementation, and ISSuance of when no longer needed, which-

records management policies and procedures ever IS later (see notes 2 and 7) 
governing conduct of AF- and command-Wide 
records manazement program (see AFR 12-1) 

2 files maintenance and Files Maintenance and Disposition Plan (AF destroy when superseded, ob-
disposinon Form 80), Files Disposinon Control Label solete, or no longer needed
 

_{AF Form 82) and related records
 ~ 
2.1	 electroruc files of files maintenance and dispo- erase when obsolete, superseded
 

sinon plans and diseosrnon control labels or no longer needed
 

3	 retirement, transfer, or forms and related correspondence used to at offices of initiators below destroy when no longer needed
 
shipment of records retire, transfer or ship records (see note 4) HQ USAF for records (see note 5)
 
(SF 135, SF 258) placed In staging areas
r---

4	 at office of record manager destroy when all records listed
 

(RM) for records placed In have been retired or destroyed
 
staging areas I{seenote 5)
r---

5	 at RMs. command records destroy when all records hsted
 
managers (CRM) and other have been destroyed or trans-

offices for records retired to ferred to the National Archives,
 
records centers or when no longer needed,
 

wluchever IS later (see note 5)r---
6	 at RM, CRM, and other destroy after I year or when no
 

offices for records longer needed, whichever IS
 

transferred between AF later
 
acnvities and between AF
 
activities and other agencies
 r--

7	 electroruc files of forms or related records erase when obsolete, superseded
 
used to retire transfer or ship records or no longer needed
 

8	 (RESER VED't 
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I TABLE 12-1 CONTINUED I 
R A 
U 
L If the records are or 
E pertam to 

*9	 records drsposrtron
 

recommendations
 

-
10 

-
10.1 

*11	 records management 
reports 

-
*12 

13	 (RESERVED) 
14	 microform systems 

(previously, records 
storage and retneval 
(RS&R) systems) 

r---
15 

16 

16.1 

17	 other records manage-
ment operations 

18	 Microform Service 
Centers (MSCs) and 
Microform Production 
Facilities-

19 

20	 microform system re-
ports 

21-
22	 (RESERVED) 

B 

consisting of 

recommendations for new or revised dis-
posinon mstructions for AF records 

annual or other reports of records holdings 
and disposinon mcluding the report of 
classified records retention and disposinon 
(RCS HAF-DAQ(A)8701) 

records pertammg to development, estab-
hshment, Issuance of procedures relative to 
systems, proposals for approval of systems, 
changes to approved systems, cancellation 
or completion of approved systems 

-

records related to requests for fihng equip-
ment, presentation of trammg courses, and 
other records management operations not 
covered elsewhere 

requests for approval With suppornng 
records and records of approval 

annual or other reports of microform sys-
tern operations, related equipment and cost 
data and summanes of such reports 

C 

which are 

at SAF/AADAQD 

at records management 
offices reportmg directly to 
SAFI	 AADAQD 

at activities other than rules 
9 and \0 

at SAF/AADAQD 

at MAlCOMs and below 

approved systems at 
SAF/AADAQD 

approved systems at records 
management offices below 
HQ USAF and Implement-
111goffices 

disapproved systems at 
SAF/AADAQD and 
MAlCOM/DADs 

disapproval systems at ong-
mating offices 

at records management 
offices 

at approving offices 

at implemennng levels at 
other than approvmg offices 

at SAF/AADAQD 

D 

then 

destroy when related records 
are destroyed, or transferred to 
National Archives, or when no 
longer needed for admrrustra-
non or reference purposes 

destroy I year after disposition 
instructions are pubhshed, I 
year after specific mstrucnons 
are received If not pubhshed m 
AFR 12-50, I year after dis-
approval, or when no longer 
needed	 whichever ISlater 
destroy I year after disposinon 
mstrucnons are pubhshed, I 
year after specific mstructions 
are received If not published in 
AFR 12-50, or I year after dis-
anoroval 
destroy after 3 years, or when 
no longer needed for reference 
or analysis, whichever ISlater 
(see note 7) 

destroy when 2 years old, or 
when no longer needed, but not 
later than 6 vears (see note 7) 

destroy 6 years after formal sys-
tern cancellation 

destroy when system IS can-
celled (EXCEPTION forward 
to SAF/AADAQD, system 
records not previously submit-
ted) 
destroy 6 years after disapprov-
al 

destroy 2 years after disapprov-
al 
destroy when no longer needed 
(see note 7) 

destroy	 \0 years after macnva-
non ofMSC 

destroy on mactivanon of MSC 
i(see note 91 

destroy after 6 years 
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I HBLE 12-1 CONTINUED I 
R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

*23 Freedom of Infonna- correspondence relating to admimstenng destroy after 2 years or when 

non Act (FOIA) Pro- the FOIA no longer needed for adrmrus-

t-- gram tranve use whichever IS sooner 

*24 correspondence responding to requests for destroy after 2 years 

mformation granting access to all requested 

records, to requestors who provide made-
quate descnpnons, to those who fall to pay 

required fees and requests which are 

- referred to another agency for action 

*24.1 official file copy of requested records or dispose of according to disposr-
those under appeal non mstruction for the related 

record, or with the related FOI 

- request whichever IS later 

~ RESERVED 

26 denials of access to all or part of records not appealed destroy after 5 years 

- requested 

27 appealed destroy 4 years after final deter-
mmanon by the Secretary of 
the Air Force, or 3 years after 
final adjudication by courts, 

r-- whichever IS later 

2LL RESERVED 

*28 files mamtamed for control purposes, in- at FOI managers' offices destroy 5 years after date of last 
cludmg registers and Similar records listing entry on register or on other 
date. nature of request and name and files. 5 years after final action by 

address of requester the AIr Force or after final 
adjudication by the courts, 

r-- whichever IS later 

~ annual report to the Congress at SAF/AADAQD retire as permanent {see note 8} 

,-lL- (RESERVED) 

31 other reports destroy after 2 years or when 

no longer needed, wluchever IS 

'-- sooner 

32 receipts for monies, cash collection sheets, at FOI managers' offices see table 177-17 and note 3 

,...--- and related accountable records below 

33 legal opirnons see table 11(}-1 

34 engmeenng data ser- records pertammg to development, estab- at HQ USAF/ destroy 6 years after system 

vice/support centers hshment, supplementation, and Issuance of MAJCOMs/SOAsIDRUs cancellation (see note 7) 
(EDSCs) on non- management pohcies and procedures records management offices 

AFLC bases (see note governing EDSCs or other comparable sys-

;---
6) terns 

35 requests for estabhshment, supporting at approving offices destroy 1 year after termmanon 
records and approval/disapproval corre- of system 

t-- spondence 

36 at implementing offices destroy upon termmanon of sys-

r--- tern 

37 disapproved at HQ USAF/ destroy 6 years after disapprov-
MAJCOMs/SOAsIDRUs aI or on macnvanon, wluchever 

r--- records management offices IS sooner (see note 7) 

38 disapproved at ongmatmg destroy after I year 
offices 

39 engmeermg data and reference COpies of data mamtamed to ser- at EDSCs destroy when superseded, ob-
drawings vice requesters solete, inactive, or when no 

longer needed, whichever IS 

soonerJsee table 67-15 rule 5) 
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NOTES 

• 
I RESERVED 

2 If the records results In the Issuance of a publication, It IS handled according to table 5-1 

3 When small volume makes It more practical, file and dispose of with records In rule 24 

4 See NOTE In AFR 12-50, volume I, chart 7-3 for procedure when the SF 135 IS used as a receipt for classified records 

5 Forward to the next higher records management office on mactivanon 

6 Records created as a result of AFR 12-41, prescnbmg directives for EDSCs on non-AFLC bases, will be disposed of per this table Records 

created as a result of AFR 67-28 prescribing directive for EDSCs located on AFLC bases will be disposed of per 67-senes tables 

7 Retirement to federal records centers IS not authonzed 

8 Records Will be offered to the National Archives In 5-year blocks when the most recent records are 15 years old (e g, 1970-74 records to be 
offered In 1990) 
9 Dispose of records pertaining to management of MSCs and Microform Production Facilities In accordance WIth Table 6-1 

I TABLE 12-2 I 
I PRIVACY ACT PROGRAM 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

1 Pnvacy Act general	 records relating to the general administration of destroy when superseded, ob-
admmistratrve files	 the Privacy Act of 1974, the AFR 12-35 and solete or no longer needed 

AFPs 12-36 and 12-38 which are functional guid-
ance, clanficanon and operating determmations 

not covered elsewhere In this table 

2 Pnvacy Act case files	 requests from and replies to individuals on
 

whether a system of records contains a record per-

taming to them which are not concurrently pro-
cessed as requests for access or amendment of
 
records (excluding the official file copy of the
 

record requested)
 

3	 requests from and replies to individuals for access for requests totally granted destroy 2 years after date of 
to or amendment of records pertaining to them- replyt

~ 

selves and which are processed under the Pnvacy 

Act (AFR 12-35) and Include approvals, denials, 
appeals, statement of disagreements, summanes or 
statements of AF reasons for not amending rec-
ords, and all actions from initial request through 

final appeal (excluding the official file copy of the 

record requested)~ 
4	 for requests totally or par- destroy 5 years after date of 

tially demed and not reply 

annealed~ 
5	 for requests totally or par- destroy 4 years after final 

tially demed and are determmanon by the Secre-
appealed, exclusive of tary of the AIr Force 

records In rule 6 (SAF IAA), or 3 years after 
final adjudicanon by the 

courts whichever IS later~ 
6	 statements of disagreement disposmon IS the same as the 

and AF Justifications for mdivrdual's record, or 4 

refusal to amend a record years after final determmanon 

which are filed with the by the Secretary of the AIr 
subject mdividual's record, Force (SAF/AA), or 3 years 

or maintained so as to per- after final adjudication by the 

nut ready retneval and courts, whichever IS later 
referral whenever the dis-
puted record IS disclosed 



,
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ITABLE 12-2 CONTINUED 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

7 accountmg of disclo- records used for mamtammg an accurate ac-	 hold for the hfe of the dis-
sures	 countmg of the date, nature and purpose of each closed record or destroy 5 

disclosure of a record from a system of records to years after the date of disclo-
any person or another agency as required by AFR sure, whichever IS later (see 

12-35, and which show the subject mdividual's notes I, 3) 
name, requester's name and address, purpose and 

date of disclosure, and proof of subject individual's 

consent when applicable; either filed in or main-
tamed separately from the records to which they 
pertam 

8 reports of systems of records relatmg to preparation, coordmanon and at SAF/AADAQD, destroy 2 years after discon-
records	 submission of notices of systems of records for Pnvacy Act offices, and tmuance of the system of rec-

pubhcanon In the Federal Register, mcludmg offices of systems managers ords or on disapproval of a 

reports of new or changed systems, public or system 
government agency comments and responses, pub-
hshed systems notices, Justifications and approvals 

of exemptions, and annual or other evaluations of 
the relevancy and necessity of information in sys-
tems of records 

9 official file copy of	 dispose of in accordance With 

requested record	 disposinon mstrucnon for the 

related record, or With 

Pnvacy Act request, which-
ever IS later. 

10 (RESERVED)
 

11 Pnvacy Act reports Pnvacy Act Program annual reports at SAF/AADAQD retire as permanent (see note
 

-	 4) 

12 feeder reports and inputs	 at HQ USAF, MAJCOM destroy after 2 years or when
 

and base Pnvacy Act no longer needed, whichever
 
offices and offices of sys- IS sooner
 
terns manaaers
 

13 receipts for monies	 receipts, cash collection sheets and related data see table 177-17 (see note 2
 

maintained by offices collecting fees for COpies of below)
 
records
 

14 legal opmions	 opmions estabhshmg precedent or based on prece- see table 110-1
 
dent omnions
 

NOTES 

Although the accountmg of disclosure IS required to be mamtamed for at least 5 years, the related disclosed record Will be destroyed when II 

becomes eligible as prescnbed elsewhere In this regulation 

2 Small volumes of money receipts may be filed and disposed of With documentation in rules 3, 4 or 5, as applicable 

3 Action correspondence for disclosure or the AF Form 771, Accounting of Disclosures, or both, that are used to mput data into the Pnvacy Act 
Tracking System (PATS) may be destroyed after 1 year or when no longer needed, whichever IS sooner PATS serves as the accounting of disclo-
sure of record- m these cases 

4 Offer to the National Archives when 15 years old 

Table 15·1 has not yet been approved by NARA. Use for planning purposes only. 
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I -TABLE 15-1 I 
I INTERNAL CONTROlS 

R A 

U 
L H the records are 
E or pertain to 

1 assessable units 

2	 nsk assessments 

3	 mtemal control plan 

4	 systemic reviews 

5	 comphance reviews 

6 end-of-review re~rts 

7 statements of assurance 

8	 annual statement of 
assurance sent to SEC-
DEF (RCS. DD-
COMP(AR)1618) 

9	 descnption of evalua-
tlon 

10	 progress reports 

11	 report of matenal 
weaknesses 

12 status of corrective 
actions 

13 end-of-year summary 

14 internal control exami-
nation reports 

B 

consisting of 

grouping of functional account codes with assigned 
OPRs 

documented worksheets, minutes of meetings, and reports 
addressmg the nsk of assessable umts 

foIIow-on action plans and schedules for required reviews 

documented review of system 

letters, checklists, reports of finding, and records pertain-
mil:to comnhance-tvpe reviews 

summMY.of results of reviews 

letters stating compliance or noncompliance With internal 
control objectives 

annual reports including descnpnon of evaluation, report 
of matenal weaknesses, status of corrective action, and 
other simrlar records 

record of actions taken to evaluate internal controls 

report of progress on foIIow-on actions 

statement of problem, objectives, milestones, point of 
contact, etc. 

report on acluevmg milestones and objectives for correc-
nve actions 

report of hours spent on the mternal control program 

documentation of internal control exammanons or other 
actions taken to support the internal control program 

C 

which are 

at SAF/ACR 

at all acnvines 

at SAF/ACR 

at all acnvmes 

D 

then 

destroy 5 years after 
assessable uruts are super-
seded or when no longer 
needed whichever IS later 
destroy 5 years after com-
plenon of next comparable 
vulnerabihty assessment or 
when no longer needed, 
whichever IS later 
destroy 5 years after com-
pletion of next comparable 
plan or when no longer 
needed whichever IS later 
destroy I year after com-
plenon of next comparable 
review or after 5 years, 
wluchever IS sooner 

destroy 5 years after com-
plenon of next comparable 
statement or when no 
longer needed, whichever 
IS later 
retire as permanent (see 
note) 

destroy 1 year after com-
pletion of next comparable 
evaluation or when no 
longer needed, wluchever 
IS later 
destroy 6 months after 
subrmssion of next compar-
able report or when no 
longer needed, wluchever 
IS later 
destroy I year after 
corrective action has been 
completed or after 5 years, 
whichever IS later 

, 

destroy 1 year after sub-
mission of next comparable 
summary or when no 
longer needed, whichever 
IS later 
destroy 1 year after com-
pletion of next comparable 
report or after 5 years, 
whichever IS later 

NOTE O1fer to the National Arcluves in 5 year blocks when the latest record IS 25 years old 

http:summMY.of


,---------------------
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19. Environmental Planning. These tables cover records pertammg to pohcies, procedures, responsibihnes for imple-
mentmg national environmental standards such as pollution abatement, air pollution control, environmental plans, 
programs and projects for land and facilities, the historic sites program and related mformanon 

ITABLE 19-1 I 
I ENVIRONMENTAL PLANNING 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

1	 pollution incident report telegraphic details of the mordent at HQ USAF /MAJCOMs destroy after I year or 
or operations event/mer- when no longer needed 

dent report 

1 at Installations destroy after 5 years 

3 environmental assessments project descnpnon, discussion of environmen- at MAJCOMs/bases destroy when no longer 
tal Impact of the project and related papers needed (see note 5) 

4 draft or final environmen- detailed project descnption and discussion of at HQ USAF 

tal statement or overseas environmental Impact of the project and re-
environmental studies lated papers 

5 at MAJCOMs and bases 

5.1	 Environmental Protection minutes of meetings destroy after 1 years
 

Comnuttee Meeting Mm-
utes
 

5.2	 Environmental Pollutant data submission
 

Control Report. Environ-
mental Management-By-

Objectives. or Trash and
 

Waste Recyclmg Proceeds
 

Report
 

6	 National Pollutant Dis- wastewater discharge apphcanons and permits at bases/stations destroy when superseded I 
charge Ehmmanon System or obsolete (see note I) I 
(NPDES) apphcanons/' I 

permits
 

7 at MAJCOMs destroy when superseded
 

or obsolete
 

*8 pollutant analysis reports records and mformation resultmg from morn- at bases destroy after 3 years. (see
 

and hazardous waste mam- tonng acnvines, mcludmg those required by note 6)
 
fesung records (see note 2) NPDES permits. includmg all records of anal-

yses performed. and cahbranon and rnamte-
nance of Instrumentation and recordings from
 

continuous momtonng mstrumentauon
 

9 at USAF Occupational destroy after 10 years
 

Environmental Health
 

Laboratory (USAF
 

OEHL)
 

*10 Violations of environmen- reports of Violations and actions taken. in- at bases destroy 3 years after the
 

tal standards cludmg programmmg actions and operational last actron taken to correct
 
modifications the Violation (see note 6)
 

*10.1 notice of Violation official notices from regulatory agencies destroy 2 years after com-
phance has been achieved
 

I(see note 6)
 

11 samplmg pomt master at Installation bio- destroy when mstallation
 
record environmental engmeenng closes or AF IS relieved of
 

acnvines accountability
 

12 emission inventory inventory report. tables. momtormg reports. destroy when updated \D-


Prevention of Sigmficant Deterioration (PSD) ventory ~ prepared
 
survey results. and related correspondence and
 

rel20rts
 

13 accumulation and dispo- statistical summanes of quantities and methods at MAJCOMs. San destroy 3 years after date
 
smon of recoverable and of disposition Antonio Air LOgistics of summary
 
waste petroleum oroducts Center and mstallanons
 

\. 
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ITABLE I!H CONTINUED I 
R A B C D 

U 

L If the records are or 
E pertaJn to consistmg of which are then 

14 plan for recoverable and plans and supporting data destroy when obsolete, su-
waste petroleum products perseded or no longer 

needed 

15	 operations and rnamte- detailed facility descnpnon, correspondence, bases/stations destroy after 50 years (see 

nance of Sohd Waste Dis- and related records notes 3 and 4) 
posal Facihnes (landfill 
onerations) 

*16 installation restoration pro- reports, studies and related correspondence at HQ USAF, MAJCOMs retain pending approval of
 
gram and bases disposmon authonty
 

*17 hazardous and tOXICwaste reports, permits, studies and related corre-
mana~ement snondence
 

NOTES 
I When AF IS reheved of accountabihty or when the AF installation no longer discharges pollutants, retain the last NPDES apphcanon/perrrut 
for 10 years, then destroy If a longer retention penod IS required, submit a request for extension to SAF / AADAQD 

2. See table 161-5 for dnnkmg water analyses. 
3 Landfill operations (Sohd Waste DIsposal Facihues) must be Identified on master plans, real property facrhty record, etc (See table 87-5, Real 
Property Accountable Documentation, and table 88-3, AIr Base Planmng Records) 
4 Destroy 50 years from the date of the estabhshment of the documentation or 50 years after the enactment of P L 96-510, II December 1980, 
whichever IS later (Section 103, P L 96-510) If the Adrmmstrator of the Environmental Protection Agency (EPA), the EPA regional adrrurustra-
tor, the state or local environmental officials, or the installation commander require a longer retention penod for the protection of the pubhc health 

or welfare, submit a request to SAF/ AADAQD for approval of the revised retention penod 

5 Not authonzed for retirement to federal records centers 

6 Comply WIth rule disposinon or the local/state/federal requirements, whichever IS later 

I TABLE 19-2 I 
INTERAGENCY AND INTERGOVERNMENTAL COORDINATION OF LAND, FACILITY AND ENVIRONMENTAL PLANS, I 
PROGRAMS PROJECTS
 

R A B C D
 

U
 

L If the records are or
 
E pertain to consisting of which are then
 

1	 AIr Installanon Com- studies and amendments at any orgamzational level retire to the National Ar-
panble Use Zone chives when AF IS reheved of 
(AICUZ) accountability for the mstalla-

- non (see note) 

-

2 case files of correspondence and supporting destroy when superseded or 
records when AF IS reheved of ac-

countabilrty for the mstalla-

- tlon 

3 maps and overlays (vrcrmry/fhght track/accident destroy when AF IS relieved 

potential zone (APZ)/nOlse zone, compatible use of accountabihty for the m-
district (CUm) stallation 

4	 operational and maintenance data, consistmg of
 
forms, letters and related records concerning flight
 
tracks, types of aircraft, number of operational
 
altitudes, aircraft ground maintenance operations,
 
computer chronicles etc
r--

5 AICUZ Handbook destroy when obsolete, super-

- seded or no longer needed 

6	 AICUZ Implementation and Maintenance Plan
 

WIth supportmg data
 

7	 Coastal Zone Man- letters, messages, consistency determmations, state destroy when superseded. or
 
agement, Floodplain plans, Environmental Impact Statements (EISs), retire or destroy with the
 

Management and Wet- etc project, program or plan
 

lands Protection which they support
 
Actions
 



-----
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ITABLE 19-2 CONTINUED 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

8 controversial ISSUes letters. messages. media releases. reports, analyses.	 destroy 7 years after the con-
etc	 troversy has been cleared or 

when AF has been reheved of 
accountabihty for the installa-
tion 

9	 Memoranda of Under- letters. messages. comments on MOUs destroy when superseded
 
standmzs (MOUs)
 

10	 Office of Management letters. messages. comments dispose of With related proj-
and Budget Circular ect, program. plan which they
 

A-9S submissions SUDDOrt
 

NOTE Upon retirement to the National Archives. the records covered by rule I will be screened by the National Archives Center for Carto-
graphic and Architectural Archives, and only selected map enclosures will be retained permanently while the remainder of the records will be de-
stroyed by the National Archives 

I *TABLE 19-3 I 
I HISTORIC PRESERV AnON PROGRAM 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

-
1 histone preservation	 all records pertammg to the histone preservation pro- retain pending approval of
 

gram dls~oSltion authonty
 

25. Management Engineering. These tables cover records relatmg to general pohcies and procedures governmg the 
conduct of management advisory studies and work measurement program, as well as boards and committees. 

, TABLE 25-1 I 
I MANAGEMENT ENGINEERING RECORDS 

R A B C D 

U 

L If the records are 

E or pertain to consisting of which are then 

1	 productrvity associated feasibihty studies. study pro- approved proposals/requests. held at destroy 3 years after implementa-
enhancement stud- posals, requests. and memoranda With AFMEA. MAJCOMs or Command non action IS taken on the final
 
ies (includes related records Management Engmeermg Team study report
(
 

I
 management (CMET)
 
advisory studies) s
 
(see note I)
~ 

1.1	 approved proposals/requests later destroy 2 years after rejection of
 
rejected. held at AFMEA. report
 
MAJCOMs or CMET
~ 

2	 disapproved proposals/requests held destroy I year after disapproval
 
at AFMEA MAJCOMs or CMET action
-

3	 study plans and reports With related approved for Implementation. held at destroy 3 years after Imp lemen-
records for submission of management AFMEA. MAJCOMs or CMET tation of the study recommenda-
advisory study reports nons
,..--

4	 rejected by the approving authority, destroy 2 years after study rejec-
held at AFMEA. MAJCOMs or tlon
 
CMET i 



29 AFR 12-50 Vol II 30 October 1987 

I TABLE 25-1 CONTINUED I 
R A B C D 

U 

L If the records are 

E or pertain to consisting of which are then 

~ (RESERVED) 

r--L- (RESERVED) 

7 study Indexes at AFMEA and MAJCOMs destroy when suoerseded 

8 .CRESER VED) 

9 (RESERVED) 

10 (RESERVED) 

11 (RESERVED) 

12 (RESERVED) 

13 manpower stand- associated feasibihty studies, for AF standards at Functional destroy 1 year after venficanon 

ards studies (see memoranda. and measurement plan Management Engmeenng Team that standards are superseded, 
note 1) (MEAS-PLAN) with related records (FMET) or designated lead team obsolete or upon mactrvanon of 

I---
acnvity to wluch standards apply 

~ 
(RESERVED) 

15 for command standards at command 

I--- lead teams 

16 for AF standards at MAJCOMs destroy after pubhcanon of the 

I---
SOAs and input teams manpower standard. 

17 for command standards at 

I---
MAJCOMs SOAs and Input teams 

18 measurement report (MEAS-REP) and for AF standards at FMET or desrg- destroy 1 year after venficatron 

other manpower standards source data nated lead team that standards are superseded. 
as requested by MEAS-PLAN. but not obsolete or upon Inactivation of 
necessanly Included In the standards acnvtty to wluch standards apply. 
FIN-REP. mcludmg standard data whichever IS sooner 
Input computation. measured manhour 
records. workload factor records. work 

Unit production records. OPR con-

I---
currences and comments 

r12- (RESERVED) 

20 for command standards at command 

I---
lead team 

21 for AF and command standards at 
MAJCOMs er parncipatmg Input 

I--- teams 

22 final report (FIN-REP) and proposals for AF standards at FMET or desrg-
with related records. including support- nated lead team 

mg computations. computenzed output 
products. program management data. 

I--- and Impact apphcatrons reports 

r1L (RESERVED) 

24 0 for command standards developed 

r-- by a command lead team 

25 computenzed output products pertain- for AF standards at FMET or desrg- destroy 1 year after unplernenta-
mg to the unadjusted Input data (raw nated lead team non of standard or after the Input 
data) such as operational audit detail, data serves no useful purpose In 

summary hsts, data analyses. and any specific data collection or 
regression analysis products analysis project, whichever IS 

r-- longer 

r1L (RESERVEQ) 

27 for command standards developed 

I---
by command lead team 

27.1 computer entnes of rules 22, 24, 25 and at AF Design and Service Center destroy (cancel) In accordance 

27 computenzed output products and MAJCOMsibases data autorna- with rules 22, 24. 25 and 27 

'---
non offices 
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I TABLE 25-1 CONTINUED 

R A B C 
U 

L If the records are 
E or pertain to consisting of whIch are 

28 standards maintenance records mcludmg 
review process, partial remeasurement, 
data analyses, revised equations and man-
power tables, as appropnate, for AF and 

r-- command standards 

29 documented manpower guides defining at the prepanng acnvity 
manpower allowances with supporting 

~ records 

30 at the USIngactrvity 

~ 
31 disapproved manpower standard studies 

coordinated through the FMET or 
AFMEA study staffing process 

r--
32	 existmg reports and supporting records 

for standard studies that have been can-
celled dunng development for AF or 
command standards 

33	 AIr Force Man- record set of each pubhcanon, which at issuing acnvrty 
power Standards Includes a pnnted copy of each ISSuance; 
(AFMS) edited manuscript, record showing signa-

ture of approving authonty, record show-
mg latest review by approving authority 
and related background. such as records 
relating to developing, coordmating, and 

I--	 issuing each pubhcanon 

34 at preparing acnvities 
-

35	 management AF Form 29. Management Engmeermg at MAJCOMs and SOAs 
engmeenng pro- Program Quarterly Status Report, and AF 
gram status and Form SOl. Management Engmeenng Pro-
schedule report gram Study Schedule 
(RCS HAF-
MPM(Q)(7121 ) 

I-- (see note I) 
36 at AFMEA 

37 Air Force MEP schedule WIth related records at MAJCOMs and SOAs 
master schedule 
(see note I) -

38	 at AFMEA or USIn1tactivity 

NOTES 
1. These records are not authonzed for retirement to federal records centers 
2. Offer to the National Archives In 5-year blocks when latest record IS25 years old 

D 

then 

destroy on the same basis as the 
orrgmal FIN-REP to which they 
pertain 

destroy I year after guide ISsu-
perseded or obsolete 

destroy when superseded or ob-
solete 

destroy 2 years after disapproval 
as a standard or, If It ISdeter-
mined that the proposal can be 
used as a manpower guide, then 
rules 29 and 30 apJ'lly 

destroy 2 years after cancellation 

retire as permanent (see note 2) 

destroy I year after AFMS IS 
superseded. obsolete or rescinded i 
i(see note 1) I 
destroy 3 years after date of re- Iport	 I 

t 
I 

i 
i 

! 

destroy when no longer needed I 

destroy I year after supersession 
or when no longer needed 

destroy when superseded 
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I TABLE 25-2 

I PRODUCfIVITY MEASUREMENT EVALUATION AND ENHANCEMENT 

R A B C D
 

U
 

L If the records are or
 
E pertain to consisting of which are then
 

1	 productivity meas- data and Information In correspondence, at functional managers as an Input to destroy when year covered by 

urement and reports, and other sources used to the consolidated AF report report IS earlier than current base 

evaluation prepare the annual federal productrvrty year of program 

report or assess Internal Air Force pro-
ducnvity
r--

2 at HQ AFMEA for preparation of destroy when no longer needed 

the consolidated AF reoortI--
3	 not an Input to the consolidated AF
 

report
,.....--
4	 studies associated With development or destroy when no longer needed
 

refinement of producnvity measurement or superseded
 

systems
 

5 productivity goals	 data and mformanon In correspondence, at functional managers destroy when no longer needed
 

reports, and other sources used to
 

prepare the annual AIr Force Produc-
nvity goals report or establish other
 
Internal Air Force producnvity goals
-

6	 at HQ USAF and HQ AFMEA for destroy after 3 years
 

preparation of the consolidated AF
 

reoort
 

7	 productivity Individual requests, summary records, approved requests at destroy 2 years after close of FY 

enhancing capital status reports, and general correspond- MAJCOMs/SOAs In which approved project was 

Investments ence for Fast Payback Capital Invest- amortized 

ment (FASCAP), Component Spon-
sored Investment Program	 (CSIP), and 

OSD Productivity Investment Fund 

(PIF) projects-
8 approved requests at HQ USAF and destroy 3 years after close of FY 

HQAFMEA In which approved project was 

amortized-
9 approved requests below destroy I year after close of FY
 

MAJCOMs/SOAs In which approved project was
 

amortized
-
10 disapproved requests	 destroy I year after close of FY
 

In which request was dis-
approved
 

11 productrvity en- projects, studies, research matenals,	 destroy when no longer needed 

hancement	 reports and other data pertammg to
 

enhancement of labor producnvity and
 

ouahtv of workma life
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ITABLE 15-3 

ICOMMITTEE AND BOARD RECORDS 

R A B C D 

U 

L If the records are 

E or pertain to consisting of which are then 

1 AF committees (see case files of each approved AF committee, mclud- recorders' records retire as permanent (see note 

note I) ing but not hrmted to drrectrve or charter estab- 2) 
hshmg the committee, resume of major points of 
interest concernmg committee heanngs and Its 

general operations, termmatmg directive and final 
comnuttee report and findings, meludmg minutes 

of meetings and other papers relating to the estab-
hshment, revision or termination of mdrvidual 

r-- studies or projects 

1 members' records, not destroy when no longer 
made a part of another needed 

records senes or not cov-
ered elsewhere In other 
tables 

3 advisory committees case files of each approved advisory comnuttee, recorders' records retire as permanent (see note 

(see note I) including but not hmited to Secretanal approval, 2) 
charter, hstmg of members and all changes, 
warvers m comnuttee rules, agenda, verbatim tran- . 
scnpts or notes of meetings, studies, analyses, 
reports or other data, compilations or working 

papers made available to or prepared by or for 
any such advisory comnuttee, and any other data 

I 

- required by AFR 11-36 

4 members' records not destroy when no longer 
made a part of another needed 

records senes or not cov-
ered elsewhere mother 
tables 

5 sound recordmgs sound recordings of mmutes of meetings of transcnbed to paper rec- destroy when transcnbed 

--- boards/ committees ords (degauss 
tapes) 

and reuse magnetic 

6 not transcnbed to paper see rules I thru 4, as apphca-
records ble 

7 admimstranve sup- records that facihtate and support the responsibih- chairman/recorder/members destroy when no longer 
port records ties of the chasrman/recorder and staff acnvines and responsible staff acnv- needed 

designated as representatives on or for boards/ Ity records not covered 

comnuttees, mcludmg copies of mmutes, mailing elsewhere m other tables 

lists, agendas, reports, correspondence, and other 
related papers reflecting the position taken on pol-
ICYdevelopment or other board/comnuttee dehb-
eranons 

8 committee manage- morutonng and control case files which consist of for AF committees destroy I year after termma-
ment officers' control records relating to the approval, estabhshment, non of the committee 

files review, and ternunatton of mdividual boards/com-

---- nuttees 

9 for advisory committees destroy when obsolete, no 

longer needed or on macnva-
non of comnuttee 

10 reports of existing annual reports of AF and advisory committees in accumulated by HQ retire as permanent one copy 

committees existence, submitted according to AFR 11-36 USAF Comnuttee Man- of each mventory (see note 

r-- azernent Officer 2) 

11 accumulated below HQ destroy after 2 years 

I--
USAF level 

U supporting feeder reports destroy when no longer 
needed 

NOTES 
1 Comnuttees and advisory committees are defined and explained m AFR 11-36 
2 Offer to the National Archives m S-year blocks when latest record IS 25 years old 
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26. Manpower and Organization. This table covers records relating to general POlICIes and procedures governing the 
authorizing, allocatmg, unhzmg and programming for military and	 civilian personnel. 

ITABLE 26-1 I 
I MANPOWER AND ORGANIZATION 

R A B C D
 

U
 

L If the records are
 

E or pertain to consisting of which are then
 

1 manpower authonza- computer magnetic master tapes contaimng de-	 as of the last day of each destroy after 1 year 
non	 tailed urut and posinon manpower authonzanon calendar month, at HQ
 

data for all fisca) penods In the current manpower USAF
 
program
-

2	 as of the last day of each destroy after 6 months.
 
calendar month, at
 
MAJCOMs
-

3	 as of the last day of each destroy after 5 years.
 
~_quarter at HOUSAF
 -

4	 as of the last day of each destroy after 2 years.
 
fiscal auarter at MAJCOMs
 -

5	 as of the last day of each retire as permanent (see 

FY at HQUSAF note 3)-
6	 as of the last day of each destroy after 5 years.
 

FY at MAJCOMs
 
r--

7 computer magnetic tapes or card decks contaimng destroy when superseded or 
data extracted from the manpower authorizanon no longer needed. 
filer---

7.1	 computer magnetic tapes or card decks contammg
 

manpower authonzanon data that are used as m-
terface between data systems
r---
(RESERVED)~ 
(RESERVED)r-L 
(RESERVED)r1L 

11	 machine hsnng of data denved from the manpow- destroy when superseded or 
er authonzauon file no longer neededr---

U	 machine hsnngs such as tables, registers and in- destroy after I month or
 
dexes which reflect the posture of manpower sub- when no longer needed.
 
svstem files at the completion of an update cycle
-

13	 machine listings such as error lists and change lists- destroy on completion of 
which provide selective information dunng an up- the update cycle or when 

date cycle no lonaer needed.r---
14	 machine hsnngs contammg selected data obtained destroy when no longer
 

through mcuirv asamst the vanous manpower files needed
 

14.1 (RESERVED) 

14.2	 resource control computer magnetic tapes reflecting the status of as of the last day of each destroy after 1 year or
 
manpower allocations for all fiscal penods In the calendar month at when no longer needed,
 
current manpower program MAJCOMs wlnchever IS sooner
 

15 manpower change re-	 correspondence, forms or maclnne listings winch approved requests at HQ destroy 5 years after ap-

-
quests Identify the changes requested and contam justifi- USAF proval
 

cation, coordmanon and approval/disapproval
 
statements
 

16	 disapproved requests at HQ destroy 3 years after dis-

USAF approval
-17 approved/disapproved destroy 2 years after unple-

- requests at MAJCOMs mentation or drsaneroval. 

-
18 approved/disapproved destroy 1 year after unple-

reouests below MAJCOMs mentation or dIsapproval.
 

18.1	 mformauon copies main- destroy after 1 year or
 
ta.J.ned for morntonng pur- when no longer needed
 
poses-
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ITABLE2~1 CO~D 

R A B C D 

U 
L If the records are 
E or pertain to consisting of wbich are then 

I -

19 forms which are used solely as keypunch crea- destroy after complenon of 
non sheets update cycle or when no 

longer needed 

20 deferred manpower hsnngs/correspondence reflecting manpower destroy when superseded 
requirements requirements which have been vahdated but not or no longer needed 

allocated because of nonavarlabihty of resources 

21 USAF organizanon USAF Command Organization Chart Book at HQUSAF retire as permanent (see 
note I) 

l 22 OAF directives such as DAF/PRM letters at ISSUIngactrvmes 
directma organizational actions 

23 USAF manpower manpower programmmg data In support of at HQUSAF 
programming USAF force structure, mcludmg program 

change requests, force and financial plan, 5-year 
defense plan 

24	 commercial activtty magnetic tapes contaimng CA annual Inventory at HQ USAF and AFMEA destroy when obsolete or 
(CA) mventory re- reporting data for in-house acnvmes and con- no longer needed 
porting data system tract services -

at MAJCOMs/SOAs/DRUs destroy after 2 years ~ 
25.1	 punch cards used for developing magnetic tape at MAJCOMs/SOAs/DRUs destroy when obsolete or 

contammz CA annual mventorv reoort data and bases no longer needed 

*26	 manpower standards annotated machine hstmgs, standards apphcanon at MAJCOMs/SOAs and destroy after I year, or 
apphcation and reap- work sheets, coordmation records, workload col- management engmeermg when no longer needed, 
plicanon lecnon worksheets, and workload venfication teams (METs) whichever ISlater 

records/correspondence 

*27 commercial acnvitres performance work statement of unit or function at MAJCOMs and MET per- destroy S years after study, 
cost companson stud- considered for contractmg out, deduct analysis, forming cost study upon completion of next 
res cost study, and supporting records study, or when no longer 

needed. whichever ISlater 
28 (RESERVED) 
29 commercial actrvity machine hsnngs of data derived from the CA in- at HQ USAF and AFMEA destroy when obsolete or 

program records	 ventory reporting data system no longer needed r---
30	 at MAJCOMs/SOAs/DRUs destroy after S years 

and bases 

30.1	 background records for CA inventory report destroy after 2 years 
data entered on punch card transcnpts and/or 
work sheets, mcludmg general CA inventory 
report correspondence~ 

30.2	 CA reviews, new start or expansion requests, at HQ USAF and AFMEA destroy when obsolete or 
cost comparison studies and general CA pro- no longer needed 
gram correspondence -30.3	 at MAJCOMs/SOAs/DRUs destroy when superseded 

and bases 

31 USAF orgaruzanon tables of manpower requirements for AF atHQUSAF retire as permanent (see 
tables (OTs)	 Reserve and Air National Guard units, reflecting note 2) 

data In terms of functions, grades, AFSCs and 
numbers required to support vanous levels of 
workload and/or authonzed equipment 

32 below HQ USAF destroy when superseded 

33 civihan posinon statements prepared annually for all civilian POSI- at HQUSAF destroy after 3 years 
essennahty statements nons and individually for vacated POSItIOns 

before they may be filledr---
34 below HO USAF destroy after I year 

NOTES 
I Offer to the National Archives m 5-year blocks when latest document IS2S years old 
2. Offer to the National Arcluves when 2S years old USAF Orgaruzational Tables are no longer created Less than one cubic foot IS stored In 

the WNRC. 
3 Offer to the National Archives as soon as possible after creation 
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27. Programming. This table covers records pertaining to the principles and objectives for development of current, 
intermediate and long-range programs pertainmg to the AF mission. Pubhcanons concerning programmmg in 
specific subject areas are placed in the appropnate subject senes tables. 

ITABLE 27-1 I 
IPEACETIME PROGRAM RECORDS 

R A B C D
 

U
 

L If the records are
 

E or pertain to consisting of which are then
 

1 USAF 'P' senes records With the short title of PA, PO, PT, at HQ USAF	 retire as permanent (see note 

records	 PM, PS, PO, etc (except commurucanons- I)
 
electronics program records covered In table
 
lQ0(4)
r--

2 at MAJCOMs	 destroy when superseded or
 
obsolete
r--

reference COPiesr-L--
4 background, source and feeder matenal at HQ USAF	 destroy when related record IS 

superseded or no longer 
neededf---

5 retamed COpies of MAJCOM destroy after 2 years or when 

submissions mcludmg forms obsolete, wluchever IS later. 
pertammg to the recommend-
ed flYing-hour program 

6 command program records equivalent to the USAF 'P' senes at MAJCOMs	 destroy 2 years after close of 
records (EXCEPTION see rules 11 I and 11 2)	 the earliest FY mcluded m the 

document or when superseded 

or obsolete wluchever IS laterf---
7 at major subordmate com- destroy when superseded or 

mands and below obsoletef---
8 background, source and feeder matenals (EX- at MAJCOMs destroy 2 years after close of 

CEPTION see rules II I and II 2) the earliest FY included in the 

document or when superseded 

or obsolete wluchever IS laterf---
9 retamed COpies of command destroy when related plans are 

staff element acnvity sub- superseded or obsolete 

missrons WIth related corre-
spondencer--

10	 retained COpies of major sub- destroy 2 years after close of
 
ordmate command subrms- the FY to wluch they relate.
 
srons including forms pertain-
mg to the recommended
 

flYl11Bour program
r--
11	 retamed COpies of submrssions destroy on receipt and review
 

made to major subordmate of the related command pro-

commands igram record for accuracy
 

11.1	 Au- Force consoh- at HQ ESC destroy after 8 years
 

dated cryptologic
 

erozram
 

11.2	 command control background, source and feeder matenal at MAJCOMs destroy after 5 years or when
 

and communications no longer needed for ongomg
 

program (C3P) decision processes, wluchever
 
IS later	 (see note 2) 

12	 program action plans, programs, directives, orders wntten for at HQ USAF and MAJCOMs destroy 2 years after the date
 

directives, pro- peacetune implementanon, background, source, all actions were completed
 

grammmg plans, and related data
 

and planning doe-
uments
r--

12.1	 reference copy records destroy when superseded or no
 

longer needed
 



p
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I TABLE Z7-t CONTINUED 

R A B C D 

U 

L If the records are 
E or pertain to consisting of which are then 

13 USAF organiza- OAF direcnves which direct organizational at issuing activities	 retire as permanent (see note 
nonal records	 actions. HQ USAFIPRP OAF movement 1) 

directives for the movement of AF units, 10-

eluding OAF movement directives ISSUedby 
oversea commands that effect payment for 
travel and relocation of people and Units. and 
background to records descnbed 10 rule 1S r--

14 at other than issumg activines	 destroy 1 year after action IS 
completed (EXCEPTION 
when used as background to 
record sets of orders, see table ,I

'1	 10-3)r--
15	 requests for action and Justification thereof.
 

studies, movement direcnves, requests for ord-
ers and other related records
 

NOTES.
 
1 Offer to the National Arcluves 10 S-year blocks when latest record IS2S years old
 
2 These records are not authonzed for retirement to a federal records center
 

28. War Planning. These tables cover records pertaining to policies and procedures for the development, ad-
ministration, and support of USAF plans pertaining to the AF wartime mission. Publications concerrung planning In 

specmc areas are placed m the appropriate subject senes tables. 

ITABLE 28-1 I 
IWARTIME PLANNING RECORDS I 

R A B C D 

U 

L If the records are 
E or pertain to consisting of which are then 

1 master set of plans	 the USAF War and Mobilization Plan (WMP). at HQ USAF and retire as permanent when 
USAF Planning Concepts (The Plan); Contmuity MAJCOMs superseded. obsolete. or when 
of Operation (COP OAF) Plan; SUrvival. Re- Implemented. one copy of all 
covery, and Reconstitution (SRR) Plans. augmen- plans With essential source 
tanon plans. and all plans written 10 support of material, annexes. appendices, 
JCS. HQ USAF. and Unified command plans tabs. and all changes thereto 

Isee note). 
1.1	 Joint Operating Plan- camera ready pages, background material, JCS at specified commands hold for 2 years when no 

rung System (JOPS) approval records. maps, flight plans, charts. and longer reqwred by the JCS. 
master set of plans TPFDL Listmgs and agency coordmanon sheets retire the record copy and all 

for JOPS prepared Operation Plans	 background mformanon as 
j)ermanent (see note). 

1 support plans	 records smular to those descnbed 10 nile 1. destroy when superseded or 
received from subordinate echelons. lateral com- obsolete 
mands, and other defense agencies for momtonng 
purposes and/or for coordmanon of planned oper-
anons 

3	 Implemented plans a master set of Implementations of the planning at unplementmg head- retire as permanent (see note). 
records covered 10 rule I quarters 

4 basic planmng records	 basic wartime plans. operations plans and orders. destroy when related plan or 
augmentation plans. contmuity of operations plans. order ISsuperseded or obso-
and smular media WIth essential source matenal lete 
providmg guidance and requirements to support 
hraher headquarters wartime nlanrunz 

5 reference plans war plans and Similar media received for review destroy when superseded. ob-
and zurdance solete or no tenser needed 

6 background matenal correspondence and related support data furnish- at MAJCOMs destroy when related plan IS 
109 input to MAlCOM wartime plans suoerseded or obsolete 

NOTE Offer to the National Arcluves 10 S-year blocks when latest record IS2S years old 
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ITABLE 28-2 

I SINGLE INTEGRATED OPERATIONAL (SlOP) AND CONTINGENCYITRAINING PLANNING RECORDS 

R A B C D 
U 

L If the records are 

E or pertain to consisting of which are then 

1	 revisions of the SlOP, operattonal and mtelhgence data essenttal to the at operattonal Units destroy when revised plan IS
 
contingency or traming successful execunon of specific sornefs) of a Unit's Implemented, superseded, ob-
plan Emergency War Order, contmgency operatton, or solete or no longer needed
 

trammg operation
 

2 planning records annexes to the SlOP, basic wartime plans, opera- at mtermediate commands, destroy when superseded, ob-
nonal plans and orders, augmentatton plans, conn- NAFs, operattonal Units solete or no longer needed
 

nutty of operattons plans, and sirmlar media which
 

provide essenttal guidance and requirements to
 

construct supportltmplement higher headquarters
 
warnme/ connngencv plannmg
 

30. Personnel. Tables 10 this senes cover records affectmg both military and civilian personnel, except that the Per-
sonnel Data System-Military is included. See tables in the 35-series for rmhtary personnel, the 4O-senes for Civilian 
personnel, and the 45-series for Reserve Forces records. 

I TABLE 30-1 I 
I	 IMILITARY AND CIVILIAN PERSONNEL
 

R A B C D
 

U
 

L If the records are or
 
E pertam to consisting of which are then
 

1	 Confidenttal Statement of DD Form 1555 filed under AFR 30-30 at appropnate Standards of destroy when 6 years old, except
 
Affihattons and Fmancial Conduct Counselor that records needed m an on-

Interests - DOD Personnel going mvesngation WIll be
 

retamed unttl no longer needed 

m the mvestiganon 

1.1	 report of DOD and de- reports filed in accordance WIth AFR 30-14 at HQ AFAFCIRPD destroy after 3 years
 

fense related emnlovment
 

1.2	 Executive Personnel FI- SF 278 filed under AFR 30-30 and required at Judge Advocate Gen- destroy when 6 years old, except
 
nancial DIsclosure Report by the EthICS m Government Act of 1978 eral, HQ USAF and Office that records needed m an on-

(P L 95-521) of the General Counsel of gomg mvesnganon WIll be re-

the AIr Force (SAF/GC) tamed until no longer needed m
 

the mvesttgatton
 

2	 requests for approval to requests and related correspondence approved requests at destroy after I year
 
attend techrucal, sciennfic approving headquarters
 

or professional meetings and/or orders-issumg office
-
3	 disapproved requests or destroy after 3 months
 

approved requests at ac-
nvines other than in rule 2
 

4	 records of symposia, con- minutes, agendas and related records, accu- dispose of WIth related func-
ferences, exhibits, scientific mulated by sponsonng OPR of AF-con- ttonal subject matter files of the
 

and technical conventtons ducted symposia/conferences activity or office
 

conducted or sponsored by
 

AF
r--
5	 control records, correspondence concerning destroy after I year or when no
 

conduct of events which do not document longer needed, whichever IS
 

an achievement or have contmumg refer- sooner
 
ence value
 

6 off-duty employment re- records and related correspondence pertain- approved destroy on terrrunatron of em-

quests/ apphcations mg to requests for approval of off-duty ployment, when superseded by a
 

employment new request, or on reassignment
 
or separation of mdrvidual
 r--

7 disapproved	 destroy after I year, or on re-
assignment or separation of mdi-

VIdual concerned
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ITABLE 30-1 CONTINUED 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

8 (RESERVED) 

9 duty and travel restncnons see table 205-5 

reminder letters 

10 (RESERVED) 

11 alcohol abuse control case alcohol abuse Identification, treatment, at SOCial actions offices destroy I year after end of 
files and rehabihtanon records required by month action (rehabrhtanon, per-

AFR so-a manent change of station (PCS), 
or separation) IS completed, 
unless needed as background for 
case files supporting separation 

actions under other directives, m 

such cases, disposinon will be 

the same as the files which they 

I-- sunport (see notes 2 7) 

11.1 required to meet the state destroy 3 years after completion 

of California accreditation of rehabihtauon 

standards 

11.2 alcohol abuse control alcohol abuse Identification, and evalua- at social actions offices destroy 6 months after end of 
evaluation case files tlon month dunng which the com-

mander decides entry mto pro-
gram IS not appropnate (see note 

In 

*12 drug abuse control case records on individuals not authonzed destroy I year after end of 
files for inclusion m the record groups, or month action (rehabihtanon, 

not covered elsewhere m this regulation PCS, or separation) IS completed 

(see AFR 30-2) I(see notes 2 3 4 7 and 9) 

12.1 MAlCOM drug abuse automated and manual files related to destroy 2 years after entry into 

control data (Drug Re- drug abuse Identification, category of the Drug Rehabrhtanon Pro-
habilitation Action Man- abuse, acceptance of treatment, and sub- gram (see notes 2, 3, 4 and 5) 
agement Information Sys- sequent personnel actions used to iden-
tern) tify and track an mdrvidual's accept-

ance/declmanon/progress 10 SAC Drug 

Rehabiluation Program, measure success 

of program objectives, support separa-
non actions, and provide analysis 
reports 

12.2 drug abuse control eval- drug abuse Identification and evaluation at social actions offices destroy 6 months after end of 
uanon case files documentation required by AFR 30-2 month during which the com-

mander decides entry into pro-
gram IS not appropnate (see note 
7) 

12.3 drug abuse case treatment records related to a member's entry mto accumulated under AFR remove and destroy I year after 
files and participation 10 rehabilitation 30-2 and not at social date of completion of Phase V 

actions offices of rehabilitation, or I year after 
the mdividual IS reassigned PCS, 
separates retires or dies 

13 drug/alcohol abuse control reports on drug/alcohol abuse program at HQ USAF/DPX retire as permanent (see note 8) 
stansncs status 

14 at MAlCOM social ac- destroy after 3 years 

r--- nons offices 

15 at social actions offices destroy after 2 years 

below MAlCOM 

16 academic rank appoint- requests for appointment, recommenda- destroy when mdivtdual IS no 

ments nons for promotion withm acadennc longer ehgrble for assignment to 
ranks, and related records mstructional positions or when 

no longer needed, whichever IS 

sooner 
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I TABLE 30-1 CONTINUED I 
R A B C D
 
U
 

L If the records are or
 
E pertain to	 consisting of which are then 

17 equal opportumty and	 admmistranve inquines and mvestiganve at SOCIal actions offices destroy 2 years after case IS 
treatment statistics	 reports, records of mtervrew and mCI- closed
 

dent/complaint reports relating to equal
 
oneortumtv matters
r--

18	 reports on equal opportunity and treatment at HQ USAF/DPX destroy after 20 years
 

program status, includmg equal opportunity
 

complaints, racial incidents and affirmative
 

acttons plan status reports
r--
19	 at SOCial actions offices destroy after 2 years 

20	 general gnevances, appeals individual's gnevance or comp1atnt, report destroy 2 years after date of final
 
and discnrmnanon com- of heanng or inquiry, COpies of deCISIOns decision or 2 years after date of
 
plamts rendered, and related matenal any action on the case after final
 

decision whichever IS later 

21 adverse acttons	 notice of proposed action and answer made destroy 2 years after date of the
 
by individuals and notice of decision, 10- adverse action
 
eluding records concerning circumstances
 

of adverse actton cases, dates of delivery of
 
notices, sequence of events and statements
 

of witnesses
 

22 lecturer case files	 correspondence and forms detaihng con- ID offices of record destroy after 3 years (see note
 

tracts With lecturers, biographical sketches 6)
 
of lecturers, host officer, mtroductions,
 
evaluattons of lecturers and related matenal
 

NOTES 

I Use rule 5 for disposinon of files which do not meet cntena for permanent retentton under AFR \2-50, volume I, chapter 3 

2 Transfer COpies of files pertammg to mdividuals being reassigned pnor to completing rehabihtanon to SOCial actions offices at gammg orgamza-
nons 

3 Transfer to USAF Special Trammg Group COpies of files, With other personnel records, for mdividuals transferred to that Group 

4 Dispose of files pertammg to mdividuals recommended for discharge, separation, or court-martial under tables 35-9 or III-I, as appropnate. 
5 Dispose of records files 10 the UIF under table 35-5 

6 If lecturer IS snll under consrderation for future mvitanon, documentatton may be retamed until no longer needed, then destroyed 

7 Destroy erroneous rdentificanon/nonsubstannated alcohol/drug abuse control case files upon nottficatton of erroneous/nonsubstanttated idenn-
ficanon. 
8 Offer to the Nattonal Archives 10 5-year blocks when latest document IS 25 years old. 
*9 A temporary extension of the retentton penod for the 1982·1983 drug abuse case files has been granted unttl 30 September 1991 

I TABLE 30-2 I 
I PERSONNEL IDENTIFICATION AND PASS RECORDS 

R A B C D
 
U
 

L If the records are
 

E pertain to consisting of which are then
 

1 idennfication creden-	 cards ISSUed to rmlrtary personnel, their dependents or permanently surren- destroy Immediately If not 
ttals	 other authonzed mdividuals to establish identrty as mih- dered or confiscated to be reissued 

tary personnel, protected personnel, noncombatants, or as 

entttled to pnvtleges such as medical care, commissary 

privileges, exchange patronage, and admission to military 

theaters or for similar purposes under AFR 30-20f---
2	 local badges, photographs, passes, idennficanon finger-

pnnt cards and similar records used to rdennfy personnel
 
residing on or permitted to enter an AF mstallanon or
 
barred from such mstallations, or controlled area creden-
ttals for regulatmg entry to a land or water area, budd-
109, structure or room to which entry must be controlled
 

to protect USAF physical resources situated thereon or
 
con tamed therein
-
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ITABLE »-2 CONTINUED 

R A B C D 

U 
L If the records are 
E pertain to consisting of which are then i 

3 restncted area badges ISSuedto individuals who have 
, 

been granted unescorted entry authonty to restnct areas 
under AF 207-5enes directives 

4 OSI badaes and credentials see table 124-1 , 
5 Armed Forces liberty 

pass 

forms ISSuedto airmen to authonze absences from offiCial 
duties, or for absences dunng normal oft'-duty hours 

destroy on reaccomphsh-
ment of a new pass, or on 

: 

when credentials In rule I are not used for those purposes reassignment or separation 
of rndividual 

'I 

6 provisional pass forms ISSuedto enhsted members of the Armed Forces 
when delays rrught result 10 failure to report to proper 
station within time limit specified In orders or pass, or 

at ISSUIngactivity destroy 90 days after date 
of Issuance 

i 
I 

I 
'I 

f--
7 

-

when a pass has expired or the indrvidual does not have a 
pass or leave orders 

sent to individual's 
commander or station 
desunanon 

I 
I 
i 
I,, 

8 ISSuedto mdrviduals destroy when individual I 
I 

reoorts to final destination : 

loss, theft or destruc-9 statements, certificates and related correspondence re- at activities ISSUIngre- destroy after I year. 
I 

non of rdennficanon porting the loss, theft or destruction of rdennficanon ere- placement credentials ; 

credennals/passes dennals or passes 

10 applications forms or correspondence used as apphcanons or requests disapproved destroy or return to re-
for idennficanon credentials or passes questing office or mdivrd-

ual as annhcable 

*11 applications forms or correspondence used as apphcanons or requests 
for idennficanon credentIals or passes 

retamed by verifymg 
and ISSUIngacnvines 
as receipts for US 

destroy upon receipt of 
processed applications 
which supersedes apphca-

I , 
I 
I 

Armed Forces creden- non on file; (EXCEP-
nals ISSUedunder AFR TION comply With AFR 
3(}-20 3(}-20, para 2-7, for 

-
separated and discharged 
mdividuals) (see note 2) ! 

11.1 at issuing activines as 
a receipt for creden-
nals, badges, and 
passes not covered by 
AFR 3(}-20 

destroy when superseded 
by a new applicanon, on 
destruction of related ere-
dential, or Immediately 
after ISSuanceof credential 

i 

i 
i 

and entry on control log 
by ISSUIngoffice, as pro-
vided for m the prescnb-

,....-- 11I1t directive. 
*11.2 apphcations not used for reissue of ID card destroy I year after card(s) 

expire (Exception same 

- as for rulle II) 

12 reqwred by current (see table 35-1) 
directives to be filed in 

mdlVldual's personnel 
folder 

12.1 COpiesof unescorted entry authonzauon mamtamed by used by the requesting destroy when notified that 
requesting activities or as part of an entry control system activuy to Insure that credential has been re-

the badges ISSuedare turned to ISSUIngactivity 
surrendered upon re-
assignment or sepa-
ration of mdividual 
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ITABLE 3~2 CONTINUED I 
R A B C D 

U 

L If the records are 
E or pertain to consisting of which are then 

13 destruction certificates forms or correspondence used to certify the destruc- prepared by de- the custodian destroys the 
non of Identification credentials permanently surren- stroymg officials who destruction certificates 
dered or confiscated do not have custody when the related creden-

of the receipts for the nal receipts are destroyed. 
related credentials, 
and sent to the 

- appropriate custodian 

14 forms used to record bunung or munlanon of blank prepared by de- they become part of the 
accountable Identification credentials stroymg officials accountability file (see rule 

15) 

15 accountability records logs, registers, receipts for blank accountable forms, completed by ISSUlDg destroy 5 years after ISSue 
destruction certificates for destroyed blank accountable officers to record the of last card listed on log or 
forms and smular records ISSuanceof rdennfica- register form. 

non cards (10) cov-
ered by AFR 30-20 

·15.1 accountability records logs, registers, receipts for blank accountability forms, completed by ISSUlDg destroy after last badge 
destruction certificates for destroyed blank forms and officers to record the listed on the form IS des-
smular records ISSueof Identification troyed 

credentials/passes not 
covered by AFR 30-
20 

15.2 completed by issuing destroy 60 days followmg 
officers to record the expiration of validity 
Issue of subblocks of penod for that senes of 
velucle registrauon vehicle registranon decal 
Identification forms to 
official vehicle regis-
tranon agents 

16 exchange privilege au- numencally controlled authonzanon form letters and at Air Force Reserve destroy I year after close 
thonzanon letters for control registers and Air National of fiscal year. 
AIr Force Reserve and Guard uruts' orderly 
AIr National Guard rooms 
members and related 
control records 

17 passports and Visas authonzancns to apply for no-fee passports and/or destroy 6 months after 
requests for visas and related correspondence (see submission of annual 
note) report of passport apph-

- cations 

---1L annual report of oassoort annlicanons destroy after I year. 
19 receipts and related correspondence for the ISSuance of at MAC acnvines destroy when passport IS 

passports renewed; destroy 3 months 
after mdrvidual's reassign-
ment, or return of passport 
to the ISSUlDlZajlency. 

NOTES 
1. The back of DD Form 1056, Authonzauon to Apply for a No-Fee Passport andlor Request for VIsa, becomes the receipt See AFR 30-4,
 
paragraph 2-7 For MAC acnvmes, see nile 19.
 
2 Exception The issuing acnvity destroys the AF Form 279, Application for Idennficanon Card, after Identification card ISISSued.
 



1 

t
 
42	 AFR 12-50 Vol II 30 October 1987 

This table covers records pertainmg to the following types of casualties: killed in action, missing In action, captured, 
wounded in action, deceased (nonbattle), and very seriously ill/injured or senously ill/injured. 

I TABLE 36-3 I 
I CASUALTY REPORTING NOTIFICATION AND ASSISTANCE 

R A B C D 

U 
L IT the records are or 
E pertain to consisting of which are then 

active duty and retired casualty reports, supplemental reports, nonfi- at HQ AFMPC/DPMC incorporate into the master rmh-
deceased personnel, active cation messages to next-of-kin, letters of err- tary personnel records after the 
duty killed in action, Air cumstances and condolences, report of casualty assistance case has 
Force Academy Cadets, casualty, report of facts and Circumstances, been closed and then send to 
Air National Guard and acknowledgment and/or transfer of casualty NPRC under table 35-1, rule I 
USAF Reserve assistance, record of emergency data, 

casualty asststance summary, and related 
correspondence (see rules 12 and 13 for mISS-

mg person(s) supplementary report)-
2 at installations	 destroy I year after casualty 

assistance case has been closed 
(see notes 1 and 2) 

3 missmg and captured per- held until fate of casualty apply appropnate disposmon in-

sons IS determined (at all lev- strucnons for deceased (rules 1 
els) and 2) or returned to rmhtary 

control (rules 4 and 5) 
4	 persons returned to DUh- at HQ AFMPC/DPMC see table 35-1 

tary control from DUSSlng 
or captured status (see 
note I)-

5 at installanons	 destroy 1 year after casualty 
assistance summary has been 
forwarded to HQ USAF (EX-
CEPTION see rule 11) (see 
note 3t 

6	 very senously Ill/injured at HQ AFMPC/DPMC destroy 6 months after admm-
or senously Ill/Injured istranve clOSID~of case -

7 at installations	 destroy I year after patient IS 
reported 'WRITE,' 
'BROKE' 'MOVED' 

8	 wounded In action and at HQ AFMPC/DPMC destroy 6 months after receipt 
not senously ill or injured of report -

9 at mstallanons destroy after I year 
10 casualty records mam- at other than HQ USAF destroy after admimstrative 

tamed at levels of com- and reporting mstalla- closing of case, or when no 
mand not covered m tlus nons longer needed to perform mom-
table toring responsibilities (see note 

2) 
11 report of casualty; return final Issue only at HQ USAF/ MPMDR see table 35-1, rule 1 ,I1

I. 
, I to military control from and reporting installa-

DUSSlngm action or cap- nons 
tured status 

12 missmg persons supple- report With attachments and all related infor- at HQ AFMPC/DPMC If after 10 years, status 15 still 
mentary report manon nussmg, incorporate mto the 

master rruhtary personnel 
record and then send to NPRC 
under table 35-1, rule I (see 
note 4) -

12.1	 If status ISno longer missmg 
before 10 years have elapsed, 
see rule 3 (see note 4) -

13 at mstallations	 destroy when member'S status 
has changed 
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I TABLE 3~3 CONTINUED 

R A 
U 
L If the records are or 
E pertain to 

14 record of emergency 
(orunnal) 

15 record of emergency 
(duphcate) 

t--
16 

I 

data 

data 

t---
17 

-18 

19 record of emergency 
(carbon punch card) 

data 

NOTES· 

B 

consisting of 

forms for active duty AF personnel 

forms for active duty AF personnel; ANG; 
USAFR, and AF Ready Reserve not on ex-
tended active dutv 

forms for ANG and USAFR personnel enter-
mg active duty (not EAD) and whose per-
sonnel records are not forwarded to duty 
base 

forms for ANG and USAFR personnel per-
formmg duty With a unit other than urnt of 
assignment and whose personnel records are 
not forwarded to dutv base 

forms for active duty AF personnel hospital-
ized away from the home mstallanon 

forms for active duty AF personnel assigned 
to the base or mstallanon 

C 

which are 

at HQ AFMPC/DPMC 

held by geographically 
separated units (GSU) 

sent to units of attach-
ment 

sent to units where duty 
IS being performed 

sent to CBPOs servtcmg 

the hosmtal 
at CBPOs, Personal 
Aiflllrs Section or Cus-

D 

then 

destroy after member's release 
from extended active dutv 

destroy 30 days after member's 
departure from GSU or entry 
onEAD 

destroy 90 days after member's 
departure 

destroy when member IS re-
leased from hostntal, 

destroy upon permanent change 
of stanon or separation of mem-

tomer Center (see note 5) ber. 

1. Retam AF Form 58, Casualty ASSistance Summary, (if no AF Form 58, retain copy of AF Form 1312) and a copy of DO Form 1300, Depart-
ment of Defense Report of Casualty, or death certificate for 5 years in accumulatmg office. 
2 Destroy casualty reporting records retained by mstallanons With only reportmg responsibility 6 months after date of death 
3 Destroy casualty reporting records retained by mstallatrons With only reporting responsibihty 6 months after member IS returned to IIIIhtary 
control 
4. Missing persons supplementary reports (SMR) covenng multiple crew members WIll be retained by AFMPC/DPMC for 10 years after the last 
crew member's status IS resolved, Will be incorporated Into the master military personnel record and then sent to NPRC under table 35-1, rule 1. 
SMR will be filed With master rmhtary personnel record of the pilot m command of the aircraft or the seruor ranking member m a command 
mordent 
5 This IS an optional file and may be established at the discretion of the Clnef, CBPO 

I ITABLE 30-4 

PERSONNEL DATA SYSTEM-MILITARY (BASE LEVEL MILITARY PERSONNEL SYSTEM) <BLMPS) (see note 1) 

R A 
U 
L	 If the records are 
E	 or pertain to 

1	 month-end strength HQ 
USAF officer/airman mas-
ter personnel filet--

2 

I--
3 

I--
4 

5	 MAlCOM officer/airman 
masteroersonnel record 

6	 monthly HQ USAF officer 
airman transaction history 
file 

B 

consisting of 

a complete record of every member on the master per-
sonnel file as of the end of each month; used to denve 
the strength of the AF as of the end-of-month (EOM) 

master files as of 30 Jun and 31 Dec 

records of transactions processed by AFSN/SSN records 
that provide capability for post-analysis of actions af-
fectmg AF personnel structure and for reconstructmg all 
activities within the personnel function as they relate to 
mdividuals commands or to the force structure 

C D 

which are then 

destroy EOM Jul, Aug, Oct, 
Nov, Jan, Feb, Apr, May 
after 13 months. 
destroy EOM Mar, Jun after 
3~ears 

destroy EOM Dec after 6 
Ivears 

destroy EOM Sep after 10 
Iyears 

destroy after 90 days. 

destroy after 6 months. 
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ITABLE3~ CO~D 

R A B C D 

U 
L H the records are or 
E pertain to consisting of which are then 

7	 products resultmg from a card deck used to produce a report, or the report Itself destroy when superseded or 
the PDS which are which serve such diversified purposes that It IS impracti- no longer needed 
mecharucally produced cal to develop a retention penod for each 
output products not cov-
ered elsewhere m this 

rezulation 

8 mihtary personnel data obsolete punched cards m history file mCBPO work dispose of after 60 days or on 
records units inacnvanon, whichever IS 

sooner (see note 2) r---
9 cards on personnel dropped from rolls dispose of after 1 year or on 

Inactivation, whichever IS 

f-- sooner (see note 2) 
10	 APR/OER data records used to control submission of dispose of when superseded, 

AFRs/OERs	 revised, or 6 months after 
reassignment or separation of 
mdrvidual, whichever IS 
sooner (see note 2). 

11	 (RESERVED) , 

12 average strength data informanon used to make management decisions re- at HQ USAF, destroy after 1 year or on 
report gardmg health, welfare, and morale of mrhtary personnel MAJCOMsand Inactivation, whichever IS 

bases sooner-
13 at using acnvi- destroy after 3 months or 

ties when no longer needed, 
whichever ISsooner 

14 daily strength data	 unit military strength balance reports and Reserve Unit ongmals m destroy after 60 days 
strength balance reports CBPOsr---

15	 copies other destroy when no longer 
than rule 14 needed 

16	 transaction registers re- the report Itself which IScomputer produced each pro- at CBPOs, Per- destroy after 30 days or 
sultmg from Base Level cessmg day sonnel System when no longer needed, 
Military Personnel System Manager (pSM) whichever IS later 

f-- (BLMPS)	 work centers 

17	 copies at other destroy when no longer 
work centers needed. 
than PSM 

18	 mihtary personnel record computer output sequential microfiche files used to obtam destroy when superseded or 
mformatlon current oersonnel data when no longer needed 

19	 medical exammanon and physical, chmcal, dental exannnanon rosters action copies destroy after 90 days. 
rmmumzationr---

20 all copies other destroy when action copy, 
than rule 19 annotated by medical facihry, 

IS returned to CBPO r--
rmmumzanon reentry update cards onzinal	 destroy after 90 days I	 rll-

22 action copies destroy when no longer
 
1 r--- needed
 

'I 23	 all copies other 
than rules 21 
and 22 

NOTES. 
, I	 1 The Personnel Data System (PDS) IScompnsed of two basic parts. PD5-Mlhtary and PD5-Clvlhan Vanous mechanized reports management 

products and card decks are produced, either on a one-time or recurnng basis, as system output The Base Level Personnel System (BLPS) IS 
based on a central computer file of personnel data at base level, usmg standard programs to process data, produce output products, and suspense 
personnel actions BLPS supports current PD5-Mlhtary and PD5-Clvlhan at MAlCOM and HQ USAF Products from PDS of such SIgnificance 
as to requIre specific retention penods are Identified m this table and table 40-9 Products relative to auxrhary systems which either support or are 
supported by the PDS, such as project transrtion, leave, and others having unrque disposmon cntena are Identified m appropnate subject matter 
tables m the 35- and 4O-senes 
2 Salvage cards m accordance WIth DOD Manual 4160 21M 
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I TABLE 30-6 I 
I PERSONNEL SURVEYS 

R A B 

U 

L H the records 
E are or pertain to consisting of 

1 personnel sur- correspondence on announcement, method of admm-
veys istration, suspense dates, disposmon instrucnons used to 

I-- conduct surveys 

2 

I--
3 select DESIRE inquiry statement used to Identify re-

I--
spondents at respective CBPOs and CCPOS 

4 listing of respondees used to Identify and contact re-

r- spondees and for folIow-~ contacts as necessary 

5 survey booklets used to admuuster survey 

>--
6 answer sheets used to record responses, then to compile 

responses 

f--
7 computer prmtout of survey data used by OPR to ana-

f-- Ivze survey results 

8 report of survey findings on data analysis, and resulting 
actions taken or planned 

f--
9 computer tapes or mass storage used to mamtam data 

available for further analvsis and lonsntudinal studies 

I -TABLE »-7 I 
I FAMILY SUPPORT CENTERS 

R A B 

U 
L H the records 
E are or pertain to consisting of 

1 Family Support Center programs offered by the Fanuly Support Center 
programs Copies of outlines, indexes, letters, class lesson 

plans, publicity, etc of programs available or pend-
mg 

2 records of fanuhes on gomg record of mdividual requests for services, 
seeking services mformanon or mstrucnon (AF Forms 2800 and 

2801) 
3 Family Support Center	 forms and similar documents regarding mdrvrduals 

contact records	 who logically may later seek services of the Fam-
Ily Support Center either by direct contact or 
referral from commanders or other base azencies 

4 intake summanes	 records of mdividuals seekmg counseling, mforma-
non, referral or program parncrpanon (AF Form 
2806) 

5	 staff time allocation and to track individual staff and Family Support 
volunteer service Center Services (AF Forms 2802, 2803 and 2805) 
records 

C 

which are 

at HQ USAF/DPCE and 
HQ AFMPC/DPMYOS 

at MAJCOMs, CBPOs, 
CCPOS 

C 

which are 

at base level 

at base level 

D 

then 

destroy after 5 years 

destroy following closing date 
of the survey 

destroy after use or send to 
next location as directed. 
send to the Air Force Human 
Resources Laboratory 
(AFHRL) for optical docu-
ment scanner to read and ere-
ate data tapes, destroy when 
quality-controlled tape IS 

created. 
destroy when no longer 
needed. 

erase when no longer needed. 

D 

then 

destroy when superseded, 
obsolete, or no longer needed 

destroy after I year or when 
no longer needed, wluchever 
ISlater 
destroy 3 months after quar-
terly report ISsent 10 If 
further contact ISnot made. 

destroy after 2 years 

destroy after I year 
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I -TABLE 30-8 I
 
IPOINT CREDIT ACCOUNTING AND REPORTING SYSTEM (PCARS) (see note)
 

R A B	 C D 

U
 
L If the records are
 
E or pertain to consisting of which are then
 

1	 input transaction regis- certified hstmgs summanzmg manual input produced by CBPOs and held at destroy after 16 months
 
ters to PCARS from the CBPO CBPO work centers
 

1 processed transactions	 hsnngs reflecting all transactions processmg produced by PCARS and distrib-
10 PCARS uted to CBPOs
 

3	 rejected transactions listings of transactions winch fall edits and destroy after corrective action 
reject to CBPOs for correction	 completed or when the hst IS 

superseded by a more current 
list. 

4 point summanes CBPO member roster and point summanes destroy after receipt of more
 
for reservists assigned te the CBPO current reports or when no
 

lonaer needed
 

5	 ANGIUSAFR renre- prepnnted of continuous forms designed to m Master Personnel Record see table 35-1, rule 1 and 1 1. 
ment credit sum- be used for computer pnnnng withm Group and Field Record Group 
mary/statement of PCARS and/or manually completed 

- pomtsearned 

6 at CBPOs and other work centers destroy after 1 year or when 
no longer needed, wlnchever 

- IS sooner 
7 at Adjutants General offices m dispose of according to the 

the respective states legal reqwrements of the mdi-
VIdual states 

8 working data used to accession hsnngs, list of recycled transac- at CBPO work c~ters destroy after 1 year or when 
operate the PCARS	 trons; list of records requmng reconciliation no longer needed, whichever 

between APOS, PCARS and ARP AS, and IS sooner 
vanous control reports used to assure a 
valid computer update 

9	 stansncal reports or ANG pomt summary, error analysis at CBPO work centers, National destroy after 1 year or when
 
summanes used to reports, input and reject analysis reports, Guard Bureau, Au Force Re- no longer needed, whichever
 
manage PCARS APOS- PCARS reconcrhanon reports, serve, HQ USAF Office of AIr IS sooner
 

CBPO performance evaluation reports	 Force Reserve, State Adjutant 
General, and other actrvrttes as 
applicable 

NOTE: The term CBPO applies equally to consohdated base personnel offices, consohdated reserve personnel offices and the Air Reserve Per-
sonnel Center OPR as the reference IS pertment. 

33. Military Personnel Procurement. This table covers records pertaming to recruitmg enlisted personnel, including 
recruitment policies and procedures, records concerning processmg, examining, and determining enlistment eligibility, 
and accession data on all initial enbstees. Not applicable to Consolidated Base Personnel Offices. 

ITABLE 33-1 I 
IUSAF RECRUITING SERVICE RECORDS 

R A B C D
 

U
 
L If the records are
 
E or pertain to consisting of which are then
 

National Lead Ful-	 hstmg by fbght and recnnnng office of names and all destroy 2 years after end of 
fillment	 available mformation on prospects who responded to FY m which all actions are 

a national advertisement, winch are used by fbght completed 
suoervisors and recruiters 

1 
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I ITABLE 33-1 CONTINUED 

R A B C D 
U 

L If the records are 
E or pertain to consisting of winch are then 

2 Center of Influence ATC Form 1303 listing new leads generated as a at recruiting offices which 
(COl) leads result of a Prospective Applicant (PA) COl event held the event and at 

fhzht supervisor offices 

3 data feedback separate or detachable mailback information card used destroy after 2 years or when 
to obtain pertinent information from mdivrduals who no longer needed, whichever 
indtcate their mterest In findmz out about the USAF IS sooner 

4 visrtor log log to record VISIts by disnnguished crvihans and all at recruinng offices destroy after I year 
mihtary personnel 

5 Personal Interview records prepared after mterview to determine en- at prepanng acnvines destroy 2 years after end of 
Records (PIRs) hstment ehgibihty FY In which all actions are 

completed 

6 enhstment case files forms and related records used to process and enlist at recruitmg offices send to appropnate USAF 

mdrvrduals Into the mrhtary service (see note 1) Mihtary Enlistment Proc-
essmg Station (MEPS) liaison 

office pnor to applicant pro-
cessmg at that facihtv 

7 enhstment case files forms and related records used to process and enlist at AF LIaISon (MEPS) distnbute case file forms per 
mdividuals Into the mihtary service (see note I) Offices AFR 33-3 and Mihtary En-

hstment Processing Command 

(MEPCOM) drrectives. De-
stroy rernammg forms 2 

months after the end of the 

month m wluch apphcant 

- enlisted (see note 2) 

8 case files on applicants separated from the Delayed at squadron operations destroy I year after the end of 
Enlistment Program (DEP) offices the month in wluch the apph-

- cant was discharged 

9 case files on applicants processed and disqualified at recruiting offices destroy 3 months after the 

because they failed to meet mental or physical stand- end of the month case file was 

ards, failed to enhst In the DEP or regular AF or received by the recruiter 
accept assignment reservation, or no further en-
listment action IS contemplated 

10 school program mdrvidual data pertaining to type of school, VISIts destroy 2 years after end of 
folders scheduled, direct mati program mailouts and other FY 

acoroonate data 

11 Armed Services hstmg of names and addresses m a roster format of at recruiting offices In destroy 2 years after date of 
Vocational Aptitude mdividuals tested school program folders test 
Battery (ASV AB) 
Lrsnnz 

12 Recruiter DaIly form used to log daily expectation, literature mailed, destroy after 3 months. 
Acnvtty Log replies received, calls attempted, contacts made, 

appointments scheduled, number of prospects who 

failed to show for appointment and number of pros-
pects who were recontacted for appointment, walk-
ins, disqualified individuals, PIRs uunated, etc, which 

arej)r~ared bv the recruiter 

13 Supervisor's Re- evaluation and analysis of fught recruiters, wluch are destroy when no longer 
cruller Activity prepared by the fhght supervisor needed or upon transfer to 

Log Consolidated Recruiter 
Acnvrtv LOll: 

14 Consolidated Re- data consohdated from Supervisor's Recruiter Actrv- destroy I year after end of 
cruitmg Actrvity ity Log, wluch are prepared by the fught supervisor FY 

LOll: 

15 Squadron Opera- data on daily recruitmg operations at squadron operations destroy after 3 months 
nons Daily Actrvity sections 

Log 
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ITABLE 33-1 CONTINUED 

R A B C D 

U 
L If the records are 
E or pertain to consisting of which are then 

16	 Squadron Opera- data consohdated from Operations Daily Acnvity destroy I year after end of
 
nons Monthly Log FY
 
Acnvitv Lo2
 

17 market surveys a record of unemployment rates, reserve components, at recruiting offices destroy I year after end of 
cultural and ethruc makeup of the market area, and FY 

I-- Armed Services Vocational Aptitude Battery data 

18 at ftIght and squadron destroy 2 years after end of 
operations offices FY 

19	 commissionmg case apphcations awartmg board action at scientific and engi- destroy 12 months after end 
files	 neenng/medical/nurse of the month of entry Into 

program manager office at active duty (EAD). 
USAFRS-

20	 apphcanons awamng resubmission for those who have destroy 12 months after the
 
been nonselected, have declined a comnussion, or end of the month of EAD on
 
have been medically disqualified In which final action IS com-


Dieted. 

NOTES 
I. Refer to ATCR 33-2 for hsnng of applicable forms. 
2. Refer to ATCR 33-2 for appropnate forms not forwarded per AFR 33-3 

34. Personnel Services. This table covers records pertaining to personnel services not provided for in tables in the 
213, 214, 215, and 900 series. 

ITABLE 34-1 I 
IPERSONNEL SERVICES I 

R A B C D 

U 
L If the records are 
E or pertain to consisting of which are then 

1 morale and welfare studies, directrves, and analyses reflecting orgaru- see table 215-1.
 
program plannmg zanon of programs, and conduct and result of pro-

zram acnvines
 

2	 support for rehgious, supply records, fund budgets (see note) see table 215-1
 

morale, welfare, and
 
recreation facihnes
 
and acnvines
 

3 professional enter- locator cards for professional entertainers of see table 215-1
 

tamer records foreign nanonahty performing In overseas military
 

establishments
 

4 pnvate organizations' constitunons and by-laws, charters or articles of at responsible staff offices destroy I year after discon-
(PO) records	 agreement, legal reviews by Judge Advocates, as designated by the In- tmuance of the PO (see 

commander's approval to operate on base, bienmal stallanon commander note) 
review waivers and related .papers 

f---
5 minutes of meetings and monthly financial state- destroy after I year or when
 

ments no longer needed, whichever
 
IS sooner (see note)
 

5.1	 Pnvate orgamzauons' financial audits and reviews destroy after I year or when
 
(PO) records of types no longer needed, whichever
 
2 and 3 POS as IS sooner. (Excepnon.
 
descnbed In AFR Retain the most recent for I
 
34-4 fiscal year followmg dis-

continuance of the PO, then 
destroy) 
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ITABLE 34-1. CONTINUED 

R A B C D 

U 

L If the records are 
E or pertain to consisting of which are then 

6	 reports on applications reports required by AFR 34-2 identifying number at HQ AFMPC/DPMSC destroy after 3 years
 
for vending stand lo- of applications for vending stand locations reo
 
cations cerved from state hcensmg agencies, number
 

accepted, derued, and stili pending, as pertams to
 
applicanons from bhnd persons
 

7 at MAJCOMS and inter- destroy after 3 months
 
mediate commands
 

8 at Installations
 

NOTE Records mamtamed by pnvate orgamzatrons will be disposed of as prescnbed by the orgamzations' charter/by-laws (see AFR 12-50, 
volume I, paragraph 3-1b) 

35. Military Personnel. Tables in this series cover records pertairung to administration of the military personnel pro-
gram as It affects both officers and airmen, and military personnel records for active duty and retired personnel, 
whether Regular or Reserve. Disposition instructions apply to all copies except those records filed in the military 
personnel records groups. Records accumulated under the 31, 35, and 36 publications senes are included. 

I TABLE 35-1 I 
I INDIVIDUAL MILITARY PERSONNEL RECORDS 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

1	 Master Personnel Rec- records wluch compnse the history of an mdi- at HQ AFMPC and HQ manage according to AFR
 
ord Group Vidual's rmhtary service required by AFR 35-44 to ARPC 35-44 and retire to NPRC
 

be filed in the Master Personnel Record Group	 after HQ AFMPC and HQ 
ARPC complete all personnel 
actions (e g., discharge, retire-
ment, dismissal, pay at age 60) 
pertammg to the mdividual 
(see note 4) 

1.1	 Command Record records wluch compnse the history of an dispose of per AFR 35-44
 
Group or Field Record individual's military service required by AFR
 
Group 35-44 to be filed m the Command Record Group
 

and/or the Field Record Grouo
 

*2 personnel mformation extra COpiesof records covered elsewhere tn this destroy when no longer
 
file regulation or other records necessary to manage needed, or when mdividual
 

the member at the umt/supervisor level which are transfers or separates from
 
kept by the commanders and supervisors in the service, wluchever IS sooner
 
Command/Supervisor ASSigned Personnel Infor-
manon File
 

*3 Arr Force Personnel career bnefs, selected and non-selected packages at HQ AFSACIINXC destroy when no longer
 
Selection Panel (PSP) and related records wluch pertam to AIr Force needed or when member
 
records ~P~laI Acnvines Center (AFSAC) leaves AFSAC
 

3.1	 records pertammg to medical professional staff at HQ AFMSC/SGP destroy on reassignment,
 
concerrung their professional papers, accomplish- separation, macnvanon of
 
ments, research, speeches, doctor/patient relation- acnvity, when no longer
 
slup, etc needed, or after 5 years,
 

wluchever IS sooner (see notes 
i 2) 

3.2	 Air Attache Informa- career bnefs, selected and nonselected packages at Directorate of Air destroy when no longer
 
nonal Personnel Rec- and related records which pertam to au attaches Attache Affairs, HQ needed or when members
 
ords AFIS leaves attache service
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ITABLE 35-1 CONTINUED 

R A 

U 

L If the records are or 
E pertain to 

4 correction of mihtary 

records of officers and 
airmen 

r--5 

r--
6 

r--
7 

7.1	 correction of military 
records of officers and 
Blnnen 

8	 personnel deployment 
information package 
(PDIP) 

9	 service number register 
files 

10	 absenteel deserter case 
files 

r--
11 

r--
12 

13	 Weight management
 
program or fitness
 
unprovementtra1Il1ng
 
(FI1j program case
 
files
 

13.1	 mWVldual physical 
fitness and Weight 
evaluation record (AF 
Form 379) 

14	 dependent care respon-
Slbilitles 

I---
15 

16	 Individual Mobilization 
Augmentee (IMA) 
annual status report 

B 

consisting of 

pohcies, opmions, and other records pertinent to 
the establishment and function of the AF Board 
for Correction of MIhtary Records (SAFI 
MICB(S» accumulated by the board under AFRs 
31-3 and 31-11 

case files of AF Board for Correction of Military 
Records 

working papers, memoranda. or other internal 
wntten commentary generated by board members, 
board presidents or board recorders 

records wluch mdrviduals must handcarry on 
deployment for management purposes at deploy-
ment Site used only when mdivrdual IS deployed 
and mamtamed durmg entire penod of deployment 

registers, logs or comparable records used to iden-
tify mdrviduals to whom specific service numbers 
were assigned, or to control the allotment and sub-
allotment of blocks of service numbers obtamed 
from Department of the Armv, 1947-July 1969 

DD Fonn 553, Absentee Wanted by the Anned 
Forces, DD Fonn 616, Report of Return of 
Absentee Wanted by the Anned Services, and 
related records, concernmg the member's unau-
thonzed absence and return to military control 

correspondence, admimstranve actions, summanes, 
counseling records; AF Fonn 393, Indrvidual Rec-
ords for Weight Management and Fitness 
Improvement Trammg (FI1j Programs, AF Fm 
1975, Personal Fitness Progress Chart, mdividual 
notification correspondence and other related 
documents required by AFR 35-11 

a member's physical fitness weight evaluation 

statement of understanding, and commander's 
memo for record of annual urut bnefing 

automated hstmg of assigned single member spon-
sors and mihtarv counles With dependents 

reports pertairung to authonzed and assigned IMA 
levels and force readiness 

C 

which are 

at SAFIMICB(S) 

at HQ AFMPC and 
HOARPC 

at other than SAF I 
MICB(S) and HQ 
AFMPCand HQ 
ARPC 

accumulated by the 
Review Board at 
AFMPC and ARPC 
under AFR 31-11 

ongmal records 1Il1t1-

ated at CBPOs and 
COpiesat HQ AFMPCI 
DPMARS 

at MAJCOM OPRs 

at secunty police and 
other base agencies 

at CBPOs 

at HQ USAF/DPXX 
and AFIRE. 
MAlCOMs, HQ 
AFMPC and HQ 
ARPC 

D 

then 

retire as permanent 

destroy after 75 years 

destroy after 3 years 

destroy after 2 years or when 
mdivrdual transfers or sepa-
rates from service, wluchever 
IS sooner 
destroy	 on completion of 
Review Board actions 

destroy	 when mdrvrdual has 
in-processed at home station on 
completion of deployment : 
(EXCEPTION return pass-
loorts oer AFR 30-4) I 

transfer	 to NPRC (MPR) and [ 

destroy	 when no longer I 
needed m the reconstruction of : 
mihtary personnel records 

dispose of per AFR 35-44 

destroy I year after the unau-
thonzed absence IS tennmated 

see table 125-1 

destroy I year after removal 
from program(s) or 90 days 
after separation or retirement 
wluchever IS sooner (see note 
3). 

mamtam With reaccomphshed 
form, destroy 90 days after 
separation or upon retirement, 
wluchever IS sooner (see note 
3). 
destroy when superseded or 
upon PCS, wluchever IS 

sooner 
destroy	 when superseded 

destroy after 3 years 
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ITABLE 35-1 CONTINUED I 
R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

17	 Crvihan/Mihtary Serv- control cards showing determmations of active at Boards and Cor- retire as permanent (see note
 
Ice Review Cards duty type discharge for civilian/contractor per- rection Section, AIr 7)
 

sonnel (public Law 95-202)	 Force Manpower and 
Personnel Center 
(AFMPCIDPMDOA)-

18	 at other than destroy 2 years after service
 
AFMPCIDPMDOA credit determmanon ISmade
 

19 AF morning reports mommg reports contaming mformanon on gains, at NPRC (MPR) dispose of m January 2042, If
 
and indexes losses, or changes m status of personnel assigned no longer needed in docu-

to a unit, 1947-1966 and indexes mentmg military service (see
 
note 6)
 

NOTES. 
1. If otherwise releasable, records elrgible for destruction may be given to individual concerned, m lieu of destruction 
2. At the discretion of the MAlCOM, mformational personnel records may be transferred to gammg CBPO for mtracommand reassignments 
3. Operational uistrucnons for disposinon of these records/forms upon reassignment (pCSIPCA), expiration or conversion of forms, etc., are con-
tained m AFR 35-11. 
4. Offer to the National Arcluves 75 years after retirement of the Master Personnel Records (MPR) to NPRC National Archives, after consulta-
non With the AF, Iustonans, genealogists and other concerned parties, Will determme the dispositron of the MPR AIl or some of the MPR Will be 

designated archival and accessioned into the Archives' holdmgs Any MPR not selected for archival preservation may be either donated to an 
appropnate msntunon or destroyed. 
5. Reaccomphsh card(s) are attached to current card 
6. Tills IS a discontinued documentation senes consistmg of approximately 6,500 cubic feet of records The morrung reports for the penod 
1947-1959 are on microfilm, while those for 1959-1966 are on paper They can be disposed of 75 years after date of latest report, i e , 2042, assum-
mg that their use m documentmg military service has ceased 
7. Offer cards to the National Archives m 10 year blocks 30 years after service credit	 determmation IS made. 

ITABLE 35-2 I 
IREENLISTMENT AND RETENTION (see note 1) 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

1 career mformanon and forms maintamed and morutored under AFR at units of assignment send to CBPO upon PCS, to 
counseling 35-16 gammg actrvity upon PCA 

Without PCS, or give to indi-
VIdual upon separation or dis-
charge or when airman enters 
third enlistment. For AF Re-
serve personnel, destroy when 
requirement for counseling 
expires, 

2	 selective reenlistment selection records, including annotated eligibility destroy after 1 year 
and retenuon	 rosters created in selecnng or nonselecnng FT A
 

airmen for career status and the selective retention
 
of airmen With 20 years or more service


f--
3 duphcates of records, the orrgmal of wluch are m destroy 6 months after final 

the field record jU"OUD	 action 

*4 ANG Incentive Pro- bonus contracts, payment authonzanons, ledgers, at CBPOs (Base Career destroy when no longer
 
gram reports, related correspondence pertaimng to the Advisor) needed or 1 year after final
 

ANG mcennve program action, wluchever IS later (see
 
note 2)
 

5 selective reenhstment records pertammg to lump sum or advanced pay- at MAlCOM retention destroy after 1 year
 
bonus (SRB) ment ofSRB offices or at base career
 

advisors' offices
 

6	 Special retention mina- records pertammg to Identification of such factors at CBPOs or uruts destroy after I year
 
nve or suggestions and actions taken for adootion or disannroval
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I TABLE 35-2 CONTINUED I 
R 
U 
L 
E 

A 

If the records 
pertain to 

are or 
consisting of 

B 

which are 

C 

then 

D 

7 

8 

9 

10 

(RESERVED) 
reenhstmenr/retennon 
statistics 

(RESERVED) 
reports. controlled and 

tabulations. summanes or feeder reports 
needed for record purposes 

retention assistance evaluation checklists. 

which are 

reports 

at prepanng, 
or requmng 

morutormg 
acnvines 

destroy after 2 years 

destroy after 1 year 
uncontrolled	 required by MAJCOMs as a result of individual 

AF or command-directed reenlistment and reten-
non program 

11	 reenlistment and reten- records required by AFR 35-16 which IS not 
non program covered elsewhere In this regulation 

NOTES·
 
I Rules apply to those COpiesnot required by current directives to be filed in individual military personnel record groups (see table 35-1)
 
2 See table 177-25 for the disposmon of actual pay records mamtamed by the AFOs 

ITABLE 35-3 I 
ENLISTMENT AND REENLISTMENT RECORDS (see note). 
R A
 
U
 
L If the records are or
 
E pertain to
 

1	 enlistment and transfer 
reports 

2	 rejected enlistment
 
applications
 

3	 basic trainee interview 

records 

4	 recrumng acnvines 
management support 
system (RAMSS) DSD 

- E027 

5 

-
6 

7	 Enlistment or Reen-
hstment Agreement-
Armed Forces of the 
US. and AF reenlist-
ment elunbrhtv form 

B 

consisting of 

reports of enlistments, reenlistments, and reassign-
ments 

apphcanons and related correspondence 

interviews and supporting	 records 

enlistment processing records 

recruiter personnel records 

armed services vocational aptitude battery 
{ASVAIll. testm~lead mformation 

forms on enlistments and reenlistments 

C	 D 

which are then 

destroy after 2 years. 

destroy after 2 years. 

destroy 1 year after comple-
non of case 

destroy when no longer 
needed. 

destr~y 1 year after mdivtdual 
IS removed from recrwter 

I production status, 
destroy after 2 months. 

at CBPOs and career destroy after 3 months. 
assistance units 

NOTE. Rules apply to those COpiesnot required by other directives to be filed in mdivrdual military personnel records groups (see table 35-1). 
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ITABLE 35-4 

I CLASSIFICATION AND ASSIGNMENT RECORDS (see note 1) 

R A B C D 
U 

L H the records are or 
E pertain to consisting of which are then 

1 personnel action forms forms used to request, announce, effect and record in Field Record Group see table 35-1 
(see note 2) personnel actions, record results of classification 

board proceedmgs, and report and record duty 

r-- status changes 

2 accumulated by acnvmes destroy after 3 months or 
not covered by rules 3 when no longer needed, 

- through 10 whichever IS sooner 

3 classificanon/on-the-job trammg action (AF Form at CBPOs and CRPOs destroy after 30 days 

- 2096) and duty status change (AF Form 2098) 

--L assranment/personnel action (AF Form 2095) 

5 forms, board actions and related records at HQ USAF and 

r-- MAJCOMs 

6 at umt of assignment and destroy when superseded, 
GSUs obsolete, on reassignment 

or separation of mdividual, 
or on macnvation, which-

r-- ever IS sooner 

7 at CBPOs destroy after 3 months or 
when no longer needed, 
whichever IS sooner 

8 (RESERVED) 

9 personnel action forms COpies of forms Identified in rules I through 8 used as legal evidence in dispose of WIth court-
used as legal evidence courts-marttal or other legal marttal or other legal 

proceedings proceedings to which they 

r-- relate 

10 not filed as an attachment or destroy when no longer 
exhibit to legal nroceedmzs needed 

11 data change/suspense forms used to record discrepancies on discrepancies detected destroy at next record 

notifications dunng incommg/outgomg review 

f-- and annual records review 

12 on discrepancies detected destroy when no longer 
other than at the time of needed or after next rec-
incommg/outgomg and ord review, whichever IS 

annual review, and mam- sooner 
tamed at CBPO work unit 

13 officer career objective forms used to communicate career goals to person- at HQ USAF, MAJCOMs destroy when superseded 
statement nel managers at all levels and CBPOs or on separation, which-

ever IS sooner 

14 airman assignment AF Form 392 used to assign airmen to destroy 6 months after 
preference statement oversea preference port repornng month to 

(oversea volunteer oversea preference 

statements) 

15 personnel selected for records pertammg to requisinon, assignment. reas- at MAlCOMs and major destroy after I year 
relocation siznment separation or my subordinate commands 

16 mdividual job descnp- a job descnpnon for each estabitshed position destroy when superseded, 
nons cancelled or on macnva-

non of acnvity, whichever 
IS sooner 

17 duty rosters, and mdi- see table 11-2 

Vidual dutv status cards 

18 assignment preference letters. apphcanons, DO Form 398, AF Forms 109 approved place m relocation folder 
applicanona/special and related records required by AFR 39-11 

I-- duty assignments (except AF Form 392) 

·19 disapproved return records to member 
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ITABLE3~ CO~D 

R A 

U 

L If the records are or 
E pertain to 

20 (RESERVED) 

21 personnel status re-
ports:...---

21.1 

21.2	 duty status change 

messages 

-
21.3 

*22 relocation folder 

I---
22.1 

I---
22.2 

23	 exchange officers 

I---
24 

25 specialtv evaluation 

26 mihtary sponsor pro-

I--- gram ~ 
~ 

28 

29 AF Specialty Code 

(AFSC) Conversion 
Report 

30 advanced acadermc 

degree (AAD) re-
quirements 

-
2L. 

32 

33	 enlisted aide assign-
ments 

34	 assessment screenmg 

records 

35	 nonassessment screen-
mg records 

B 

consisting of 

reports prepared by uruts collocated with a serv-
icing CBPO to report duty status changes 

messages prepared by geographically separated 

units from a servicing CBPO to report duty status 
changes 

records assurmg proper outprocessmg from an 

acuvity on PCS or TDY, such as relocation 

preparation checklist, orders, record of emer-
gency data, selection or nommanon for trammg, 
and school Quota/course prorect files 

forms used to assure proper m-processmg from an 

activity on PCS 

forms used to assure proper out-processmg for 
BasIC Mihtarv Traimnz Graduates (see note 3) 

reports prepared by Alhed Officers and submitted 

to officer's home service 

case files of admmistranve records on USAF and 

Allied officers 

reports	 and related records 

rmhtary sponsor program information forms at 
losing actlvIll'_ 

related correspondence 

reports which provide esnmates of authorizations 

which will be reflected in AFSCs being affected 

by conversion actions 

requests to estabhsh/change AAD posmons, AF 

education requirements, board reports and related 

correspondence used to establish, change or 
delete an AAD requirement m the manpower 
data system for Ime of the AF comrmssioned 

officers m grade of colonel and below ID ac-
cordance WIth AFR 3&-19 

semiannual report, RCS. HAF-MPX(Q)7401, 
which identifies personnel actions related to the 

allocanon and assrznment of AF enlisted aides 

biographical data, educational data, legal involve-
ment, employment data, drug expenence, physical 
or physiologrcal dispannes, credit information, 
character references and responses on basic train-
109 candidates for high nsk Jobs 

biographical data, quahficanon mformation and 

all mdrvidual processmg data used 10 the 
ciasSlficatlonj)rocess 

C 

which are 

at prepanng urut 

at CBPOs 

at.Jll"~ann..A urut 
at CBPOs 

at Au Force mihtary 

trammz centers (A TC) 

at JiQ USAF/DPXO 

at losing acnvitv 

at~amm~ actlVl!Y 

kept by supervisors, 
HQ USAF, and 

MAlCOM functional 
managers 

(RESERVED) 

approved AAD 

requirements for 
changes m the man-
power data system 

at 3S07th Auman 

Classificanon Squadron, 
Lackland AFB, Texas 

3507 ACS AIrman 
Classificanon Squadron, 
Lackland AFB Texas 

D 

i 
then 

, 

destroy after 3 months. 

destroy 3 months after report 
not later than date (RNL TD) 
month, completion of mY, or 
when relocation action IS can-
celled (see note 4) 

destroy	 when all relocatable 

records	 are present and 

accounted for 

destroy	 after 3 months. 

destroy	 5 years after exchange 

officer returns 

destroy I year after completion 

of assignment or no longer 
needed whichever IS sooner 

retire as oermanent 

forward to gammg command 

destroy	 when no longer needec 

destroy	 when next conversion 

acnon	 IS announced in AFR 

39-1 IS nrocessed 

destroy when superseded or 
when AAD requirement IS 

deleted 

see table 2&-1 

destroy when superseded, ob-
solete or no longer needed. 

retain for one year after calen 

dar year cutoff then send to 

Naval Postgraduate School, 
Dept of Adrmmstrative Serv-
ICes, Code 54Ea, Monterey C 

93940, where they WIll be des 

troyed when no longer neede 

for research 

destroy	 after 1 year 
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NOTES
 
I Rules apply to those COpiesnot required by other directives to be filed 10 rmhtary personnel records groups (see table 35-1)
 
2. When recommended actions are disapproved and no alternate actions are substituted by approving or convenmg authonty, retain one copy for
 
CBPO adrmrustranve section, and return ongmal and all other COpies to the ongmator.
 
*3 (RESERVED)
 
*4 TDY relocation records pertairung to school/trammg quotas at other than CBPOs are disposed of 10 accordance with table 50-I, rule I
 

ITABLE 35-5 

PERFORMANCE REPORTING AND OUALITY CONTROL RECORDS (see note 1) 
R A B 

U 
L If the records are 
E or pertain to consisting of 

1 unfavorable mfor- written admmistranve admomtion or 
matron files (UIFs) repnmand not pursuant to Article IS, 
on officers and air- UCMJ, or sentence of court-martial on 
men active duty personnel; and documented 

evidence or supported allegations of an 
unfavorable nature, mcludmg control 
roster correspondence, 

2 all COpiesof UIF summary 

3 

4 

5 results of COurt-martial convicnons or 
pumshments under Article IS, UCMJ, 
or other than mmor civil court con VlC-
nons (or Judgments equating to convic-
ttons) as explained 10 AFR 35-52 per-
taming to active duty personnel 

(RESERVED) 

C 

which are 

at CBPOs, Special Ac-
nons Urut 

at MAJCOMsl 
SOAs/umts and the 
original of the UIF 
summary mamtamed 10 

the UIF by CBPOs, 
Special Actions Unit 

on students attending 
ATC ftYlOg/technical 
courses except as pro-
vided 10 rules I and 5 

on personnel mISS-

mg/captured 10 action, 
except as provided for 
10 rules I and 5 

at CBPOs, Special 
Actions Urut 

D 

then 

destroy I year after effective date of repn-
mand or admomnon or I year from date of 
the most recent unfavorable correspon-
dence or document not related to admmi-
stranve repnmand or admomtion (see notes 
I, 2, 4, 5, 6) (EXCEPTIONS: a. when the 
UIF contams more than one document, de-
stroy all records I year from the date of the 
most recent unfavorable correspondence or 
document, except when longer retention IS 

required by rule 5; b files will be de-
stroyed when a member IS separated (WIth-
out immediate return or contmuanon on 
active duty), retires or dies) 
unit commanders (mcluding headquarters 
squadron sectton commanders) may hold 
COpiesof both current and obsolete UIF 
summanes 10 the member's umt assigned 
personnel mformanon file (see AFR 35-44) 
until the member IS no longer assigned to 
the unit; followmg reassignment from the 
unit (does not include unit redesrgnanons), 
they will be destroyed; all other COpieswill 
be destroyed upon receipt of updated or 
reaccomphshed UIF summary, or when all 
Items have been removed and the UIF has 
been terminated (see note 2), 
destroy per rule I or on termmanon of 
traimng status (completion, removal and 
reassignment from control of the traimng 
unit), wluchever ISearlier (see note 2). 
forward to HQ AFMPC/DPMAJB when 
the command or field record group IS 

disposed of according to AFR 35-44 

destroy 2 years after effectrve date of pun-
ishment, or when the member IS separated 
(WIthout immediate return or connnuation 
on active duty), retires or dies (EXCEP-
TION when additional correspondence or 
documents are placed 10 the UIF under this 
rule or under rule I pnor to expiration of 
the disposition date of documents already 
on file, the file will be retamed for I or 2 
years from the effective date of the new 
correspondence or document, or date of the 
most recent unfavorable correspondence, 
under rule I or 2 apphcable (see note 2) 

6 
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ITABLE 35-5 CONTINUED 

R A B C	 D 

U 
L If the records are 
E or pertain to 

7	 control rosters on 
officers and airmen 

*8	 line of duty (LOD) 
determination file 

:.--
*8.1 

9	 officers' reclassifi-
cation boards 

10	 quahficatlon records 

11	 Personnel Rehabil-
Ity Program (PRP) 
decertification ac-
nons 

*11.1 

*11.2 

:---
12 

i--
12.1 

*13	 Personnel Rehabtl-
ity Program cernfi-
cation 

*14	 (RESERVED) 
14.1 PRP certIficates 

-
14.2 

15	 drug abuse 

-1,
\,. 

*16	 digest files on offi-
cers 

consisting of 

manual or mecharuzed control rosters 
accumulated under AFR 35-52 

onginal copy of AF Form 348, Line of 
Duty Determmation and DO Form 261, 
Report of Investigation Line of Duty 
and MIsconduct Status 

duplicate COpies 

board proceedings and related docu-
ments 

temporary forms 

records relating to AFR 35-99 decer-
tificanon/remstatements of officers and 
airman 

suspension logs 

form used 10 the personnel reliability 
program certificanon/decernficanon and 
screerungJ)rocess 

forms used In the PRP quahficanon and 
screemnz process 

forms for mdrviduals reassigned to 
another urut on the same base who will 
be assigned to PRP duties at the new 
urut 
contents of drug abuse case treatment 
files and other records related to a 
member's entry mto and participation m 
rehabihtanon accumulated under AFR 
30-2 

an officael record contauung unfavorably 
mformauon on an officer's leadership, 
trust or responsibihry, as spectJied 10 

AFR 36-25 

which are 

at HQ AFMPC or HQ 
AFRPC 

on officers who are 
mefficient or otherwise 
unsuitable In current 
assignments 

atHQ 
AFMPC/DPMRPP 

at MAJCOMs and 
subordinate commands 

at CBPOs 

used for cernficanon or 
permanent decem-
fication 

at uruts of assignment 

at HQ AFMPC and 
HQARPC 

then 

destroy I year from date or when no longer 
needed whichever ISsooner 
See table 35-1, rule 1 

destroy 1 year after reconcihanon with 
CBPO/DPMQA. 
destroy after 5 years 

destroy	 when entnes have been transcnbed 
to permanent record 

destroy upon completion of review or after 
1 year, whichever ISlater 

permanent certification. destroy 1 year 
after date of decertification 

temporary decertification destroy when -
the individual's status ISreported 

destroy	 when the individual's final status IS 
reported 

destroy 45 days from date of last 
notification 

file m section 3 of UPRGp as permanent 
records With the most recent one filed on 
top 

destroy when mdrvidual ISno longer 
assumed to PRP duties 

send to the ganung urut of assignment 

see table 30--1 

destroy 2 years from date file was estab-
hshed by the decision authority, or 2 years 
from date the decision authonty added new 
derogatory mformanon to the file. A DI-
gest File WIll be destroyed followmg ireceipt of nonjudicial purushment under I,
Article IS, UCMJ or conviction by court- :
martial If the results are filed 10 the Officer 
Selection Record (OSR) and the basts for 
the DIgest File ISthe same as for the Arti-
cle 15 or court-martial action Files WIllbe 
destroyed when the officer separates, renres 
(mcludmg placement on the Temporary 
Disabiht y Retirement List (TDRL»,ls 
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ITABLE 35-5 CONTINUED I 
R A B C D
 

U
 

L If the records are
 
E or pertain to consisting of which are then
 

dropped from the roles of the AIr Force, or 
dies (except as specified in note 7) An 
active DIgest File may be destroyed upon 
redetermmanon by the decision authority as 
a result of additional information being con-
sidered DIgest FLIeswill be destroyed 
upon consideranon for promotion by a cen-
tral selection board after the Secretary of 
the Atr Force SIgns the promotion hst 
Correspondence accumulated as the result 
of processing a DIgest File IS retained until 
a decision IS rendered by the decision 
authontv (see note 11)

I---
*17 copies of digest file correspondence,	 at MAlCOMs/ destroy 1 year from date on most recent 

other than shown in rule 18	 SOAs/DRUs/mter- correspondence or when no longer needed, 
mediate commands/ whichever IS sooner. 
uruts (other than HQ 
AFMPC, HQ ARPC, 
and HO AFRES) 

I---
*18 letters of notification that a file has been at HQ AFMPC, HQ destroy 3 years from date the related file IS 

destroyed ARPC and HQ destroyed. 
AFRES-*19	 at MAlCOMs/ destroy I year from date the related file IS
 

SOAs/DRUs/mter- destroyed by HQ AFMPC, HQ ARPC and
 
mediate commands/ HQAFRES
 
uruts (other than HQ
 
AFMPC, HQ ARPC
 
and HO AFRES)
 -*20	 manual or mecharuzed logs or reference at HQ AFMPC, HQ destroy when superseded or obsolete,
 

cards mamtamed for record system anal- ARPC and HQ whichever ISsooner
 
YSISand hnganon AFRES
 

21	 officer quahty force summanes of potennal and pending at MAlCOM destroy 2 years after last entry or sooner If 
management quality force actions on officers assigned superseded or no longer needed. 
records 

NOTES.
 
\. Rules apply to those copies not required by other directives to be filed in mdrvidual military personnel record groups (see table 35-1)
 
2 If the custodtan of the UIF has been notified that admnustratrve ehminanon/demotion or court-martial action IS under consideratron, delay de-
struction pending completion of the action
 
3. (RESERVED)
 
4 Effective date IS the date the mdrvidual mmally acknowledges receipt of the unfavorable mformanon or dechnes to do so within the time
 

prescnbed.
 
S Where the documentation relates to the placement of the member in the drug abuse program under APR 30-2, the retention penod IS 12
 
months or upon successful completion of the follow-on support phase of the rehabihtanon program, whichever IS later
 
6 Subject to the pohcies and procedures outhned m AFR 35-32, UIF records which were placed in the UIF under rule I of this table may be
 

removed pnor to the normal disposinon date(s).
 
7-\0 (RESERVED)
 
II DIgest files on officers who are separated (released from active duty) and transferred to AFRES are forwarded to HQ ARPC/ DPAAS.
 

ITABLE 35-6 I rMILITARY PERSONNEL TESTING RECORDS (see note 1) 

R A B C D
 

U
 

L If the records are or
 
E pertain to consisting of which are then
 

1 test development matenals	 specunen sets of tests, background material at test development acnvi- destroy when no longer
 
on lest Items, tests, and test batteries, forms, tles needed
 
statisncal data and related matenaIs
 

I
 
I


Ii
 
Ii
 
r 
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ITABLE3~ CO~D 

R A B C D 

U 
L H the records are or 
E pertain to coDSistingof which are then 

2 request for waiver of pro-
motion testmg (current 
cycle) 

filed m urut personnel 
record group per AFR 
35-44 

see table 35-1, rule 1 1 

3 test venficatlon or state-
ment of refusal to test 

4 test results 

5 airman promotion test see table 35-12 
rosters 

6 controlled Item (Item ma-
tenal) destruction cernfi-
cates or diseosmon records 

accountability hstmgs or forms at test control offices destroy after 2 years (see note 
2). 

7 

7.1 

quarterly mventones of 
test materials (see note 3) 

controlled Item (test ma-
tenal) accountability rec-
ord 

keep current and Immediately 
preceding mventones, destroy 
all others (see note 2) 
destroy after 2 years I 

I 
I 

7.2 change of Test Control 
Officer (TCO) and unan-
nounced disinterested offi-

destroy after completion 
next quarterly inventory. 

of , 

cer mventones of TeO 
accounts 

8 

r---
9-

record 
tranon 

of test admmis- Armed Forces Classificanon Test (AFCT), 
Apprentice Knowledge Test (AKT), Cn-
tenon Referenced Test (CRT), USAF 
Motor Velucle Operator Test 
(USAFMVOT), Radio Communicanons 
Analysts Test (RCA T), Electronic Data 
Processmg Test (EDPT), Defense Lan-
guage Proficiency Test (DLPT), Specialty 

Knowledge Test (SKT), Promotion Fitness 
ExammatJon (PFE), USAF Supervisory 
Exammanon (USAFSE), AF Readmg Abu-
rties Test (AFRA T), AF Dental ApUtude 
Test (AFDA T), Defense Language Apu-
tude Battery (OLAB) 

destroy after 1 year 

r-!L-
r--ll-

U 

-----

(RESERVED) 
AF Officer Quahfying Test (AF_OQT)_ 

consolidated annual AFOQT (raw and per-
cennle scores) 

at test control offices 

at AFROTC Resource 
Systems and AFOQT 
Branch (RRUR) 

destroy after 2 years 

retam m current files area, 
destroy after 4 years or when 
no lonzer needed for research 

iz.r at AF Human Resources 
Laboratory (HRL) 

retam m current files area, 
destroy when no longer 
needed for research 

13-
14 (RESERVED) 

~ completed answer sheets answer sheets for AFCT scored locallv destr~after 6 months. 
*15.1 

f---

r-ll=L 
15.3 

answer sheets for EST, RCA T, EDPT 
AFDAT 

answer sheets for AFRA T and DLPT 

answer sheets for AKT, CRT and 

and 

I 

destroy after 1 year (note 4) 

destroyafter 4 months. 
send to 

:..-.-

USAFMVOT USAFOMC/OMDVP, Ran-
dolph AFB TX 78150 where 
they will be destroyed when 
no longer needed for research 
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ITABLE 35-6 CONTINUED I 
R A B C D 

U 
L If the records are or 
E pertain to consisting of which are then 

*15.4 answer sheets for DLAB and DLPT	 send quarterly to Comman-
IIIDLPT III	 dant, Defense Language Insn-

tute, Foreign Language 
Center, AlTN Test Control 
Officer, Presidio of Monterey, 
CA 93940 where they will be 
destroyed when no longer 
needed for research 

*15.5 answer sheets for AFOOT scored at HQ AFMPC	 send to HQ
 
AFMPCIDPMYOT, RAN-
DOLPH AFB, TX 78150-
6001, where they will be des-
troyed when no longer
 
needed
 

*15.6 CR.aSERVED)
 
16 (RESERVED)
 
16.1	 answer sheets for Armed Services Voca- at Air National Guard destroy 6 months after scor-

nonal Aptitude Battery (ASV AB)	 (ANG) and AF Reserve Ing 
(AFRES) testmg units, 
and overseas Consolidated 
Base Personnel Offices and 
testmz umts 

17 completed answer cards AIr Force Personnel Test 851 (AFPT 851)	 record COpiesat Air Force destroy after 2 years
 
Manpower and Personnel
 
Center, Airman Promotion
 
Management Branch (HQ
 
AFMPCIDPMAJw)
 

18	 high score file listings used In test compromise research record COpiesat HQ destroy after 6 months
 
AFMPCIDPMAJW
 

19 current Master Test File nucrofiche containmg current test record destroy after 2 years
 
(MTF) 

20 USAFSE results (roster) listings of USAFSE results by name and destroy after 20 years
 
month of admmistranon
 

21 test answer card reject listing of error rates by TCO destroy after I year
 
analvsis hstmz
 

22 AFPRT 237/machme run listing of individuals testing by TCO
 
rosters
 

23 no-show waivers reauest for no-show waivers destroy after 2 years
 

24 historical Master Test File test records purged from the current MTF destroy after 10 years
 
(MTF) 

25 test compromise cases files of investigation	 record COpiesat HQ destroy after 2 years
 
AFMPCIDPMAJW I
 
DPMYOT
 

NOTES. 
1. Tlus table covers records pertammg to military personnel testing as prescnbed In AFR 35-9, and Includes tests for aptitude, proficiency, pro-
curement and promotion programs (see AFR 30-17). (See tables elsewhere In this regulation for tests not covered by AFR 35-8, such as CIVIlian 
personnel tests in tables 40-2 and 40-3, acadenuc and fiymg proficiency tests In 50 and 60 senes tables, OSI tests In tables 124-7, pnsoner tests In 
table 125-2, DANTES tests In table 213-1, etc) 
2. When a TCO's account IS disestablished, furnish a copy of dISpOSItIOnof test matenals to the MAJCOM/SOA test control officer for review 
and retention for 1 year 
3 AFROTC and AF Recrumng Service detachments are exempt from the I August Inventory 

*4 3700 PRGIDPPT, Lackland AFB TX 78236-5000 Will destroy after 2 months 
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ITABLE 35-7
 

I FLYING STATUS RECORDS (see note)
 
R A B C D 

,, 
i 

U 

L 

E 
If the records 
or pertain to 

are 
consisting of which are then 

I 
I 

1 flymg evaluation 
boards, faculty boards, 

board proceedmgs and supporting records, such 
physical and psycluatnc exams, major aircraft 

as destroy after 1 year. 
I 

i 
I 

or aeronautical 
boards 

ratmg accident and other reports, orders suspending pilot 
from or returnmg lumlher to flYIng status 

I 

2 fiymg status reports reports of nonrated officers and enhsted personnel destroy at end of FY for : 

on flymg status covering man-year authonzanons wluch authorizanon was 
and supporting records for crew and non-crew granted 
reawrements 

3 crew 
mats 

mformation for- locally devised forms used to collect 
and operational data on "lead-select" 

personnel 
crews 

destroy when 
obsolete 

superseded or I 

I 
I 

4 flymg status actions correspondence and related records pertauung 
requests for suspensions, fear of flymg cases, 

to at MAJCOMs/SOAsi 
major subordinate com-

destroy after 1 year i 
i 

excusal programs, non-rated officer utilization, mands I 
aeronautical 
aeronautical 

rating data records that pertain to 
ratings or suspensions or hazardous I 

duty status code changes and requests for update i 
of the Uruform Officer Record (UOR) or Umform 
Airman Record (UAR), and apphcations or re-
quests for parachute Jump status, and other flymg 

- status actions 

5 below major subordinate see table 10-1, rule 2 
commands 

6 Missileman Badge applicanons or requests for award of the MIsslle- accumulated by approv- destroy after 1 year 
man Badge, Semor Missileman Badge, or Master mg/disapprovmg author-
Missileman Badge ines 

7 Weapons Controller see table 900-1 
Badge 

8 parachute Jump records forms recording Jump experience, orders placing for transferred personnel send to new duty station 
mdividuals on or removmg them from Jump status, 
and logs wluch record parachute Jumps, used to 

substantiate certification of parachutists' pay, re-
quests for lugher parachute ratings and mdicate 

- experience of assigned personnel 
9 for separated personnel give to mdrvrdual 

and mdividuals who are 

- detached from tume duty 

10 for deceased personnel forward for mclusion m per-

- sonal effects (see AFR 143-6) 
11 for D1ISSmgm action, forward for inclusion m 

captured, or mterred per- MPRG. 
sonnel / 

*12 Space Badge suspense copy of the apphcanon or request for atapprovmg/dlSapprov- destroy 3 months after 
award of the Basic, Semor or Master Space Badge II1gauthonnes approval/disapproval of the 

space badge (Note ongmal 

! 
IS filed m UPRG) 

i' I NOTE. Rules apply to those COpiesnot reqwred by other directives to be filed 111 the milrtary personnel record groups (see table 35-1) 
I· 1 

I 
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ITABLE 35-11., IPROMOTION AND DEMOTION RECORDS (see note 1) 

R A B C D 

U 

L H the records are or
 
E pertain to consisting of which are
 

1	 officer appointment, proceedmgs, findmgs and related records at HQ AFMPC and HQ 

promonon, selection ARPC 
boards through the 

JU8de of Colonel 

1.1	 General officer promo- at HQ USAF ASSIstant for 
bon	 boards General officer matters 

(MPG) 

2	 officer appointment, at other than HQ 

promotion, selection USAF/MPG,HQ 

boards other than in AFMPC and HQ ARPC 

rule 1 1 

2.1	 regular appomtments eligible and ineligible hsnngs at HQAFMPC
 

and mdefirute reserve
 

status
f--
2.2	 at other than HQ AFMPC 

f---
2.3	 acceptance oaths/statements, medical certificates, at HQ AFMPC and
 

statements of declmation CBPOs
f--
2.4	 at other than HQ AFMPC 

and CBPOs 

3 airman promotions board proceedmgs, findmgs and related records	 at HQ AFMPC and HQ 

ARPCf--
at CBPOsr-L 

5 recommendations	 for indrviduals who died 

or became missmg 10 ac-
non before promotion was 

effected~ 
6	 other than 10 rule 5 

i---

7	 inqumes, waivers, supplemental actions, and re- at MAJCOMsIHQ
 

lated records not part of the board proceed ings AFMPC
~ 
8	 at CBPOs 

-I» records relating to removals from selection lists, at MAJCOMSIHQ
 
waivers of cntena, and related records not part AFMPC
 

- of the board proceedmgs
 

10 at CBPOs 

11 airman demotions recommendanons for reduction 10 grade, and approved and demotion
 

- related records drrected
 

U disapproved 

NOTES: 
I. Rules apply only to those not required by other direcnves to be filed 10 the individual record groups (see table 

2 Retain for 5 years, then retire to WNRC, where the records WIll be destroyed after 45 additional years 

3 Offer to National Arcluves after 50 years. 

then 

destroy after 50 years (see 
note 2) 

retire as permanent (see note 
3) 

destroy I year after final 
action or on mactrvation, 
whichever IS sooner 

see rule 1 

destroy 6 months after all 
acnons have been completed 

for the board 

see table 35-1, rule 1 

destroy 6 months after all 
actions have been completed 

for the board. 

destroy after 50 years (see 

note ~) 

destroy 1 year after approval 

forward per AFR 39-29 

destroy on promotion or 
supersession, wluchever IS 

sooner 

destroy after I year 

destroy 1 year after end of 
cycle 

destroy after 5 years 

destroy 1 year after end of 
cycle 

destroy after 5 years 

destroy after 3 months 

35-1) 
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ITABLE 35-9 I 
IDISCHARGE AND SEPARATION (see Dote 1) 

R A B C D 

U 
L U the records are or 
E pertain to consisting of which are then 

1	 adrmmstrauve dIS- board proceedings, board waivers, recommenda- approved actions resulting see rule 7 and note I
 
charge or separation nons, and other related records in discharge
 

from service for cause
 -
(RESERVED)....L 

3 actions not resulting m dis- destroy after I year or on re-
charge (see note 2) assignment of member, which-

ever ISsooner (see note 3) 
4 requests for discharge	 applrcanons and other records related to release disapproved acnons return to mdrvtdual on com-

from active duty, discharge, or separation by rea- pletion of disapproval action
 
son of dependency, hardship, or for the convem-
ence of the government
 '--

5	 approved actions resulting see rule 7 and note 1
 
m discharge
 

6 report of transfer or forms and related records at recruitmg units destroy 3 months after date of 
discharze separation 

7 separation preparation relocation preparation project folders used to 
consolidate separation processing records 

8 (RESERVED) 
9 exit questionnaires	 quesnonnaires and surular records accomplished destroy after 6 months.
 

during separation nrocessmg
 

10 request for waiver of related records	 approved hold in the Field Record 
discharge processing	 Group until expiration of the 

penod of service or enlistment 
dunng which It was 
approved, then destroy (see 
note 21i--

11 disapproved return to onmnator 
12 recrumng prospect personnel data and counseling action maintained by the Re- destroy I year after separa-

card serve/Guard Counselor tlon 

13 approved waiver of board proceedings, board Waivers, recommenda- see rule 7 and note 1. 
discharge for fraudu- nons, and related records on approved waiver 
lent enlistment entry resulting in retention 
(excludes waiver for 
concealment of pnor 
service) 

NOTES
 
I Rules apply to those copies not required by other directives to be filed in individual military personnel record groups (see table 35-1).
 
2. When rehabihtanon procedures are approved, file a copy in the Urut Personnel Record Group per AFR 35-44 and remove when probation 
rehabilrtanon IS complete and suspended mvoluntary discharge IS permanently cancelled. 
3 EXCEPTION, See AFR 35-44 for records contammg mformauon mdicatmg the possible existence of a physical or mental defect, or pertain 
to airmea holding appomtments of Reserve of the AF, ccmmissioned or warrant officer 
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ITABLE 35-10 I 
I NONCOMMISSIONED OFFICER (NCO) STATUS 

R A B C D 

U 

L H the records are or 
E pertain to coosl8ting of which are then 

...L monthly appointment eligible and mehgible listings at CBPOs destroy after 6 months. 
2 at Units destroy after 3 months. 
3 vacation of appoint- coptes of letters at CBPO, Special Actions destroy after 1 year 

i--
ment Units 

4 at units destroy when member IS re-
appointed to NCO status or 
when member separates, 
transfers or dies 

rL reappointment ongmal letters at CBPOs destroy after 1 year 
6 at Units destroy after 90 days. 
7 appointment, reappoint- see tables 35-1, rule 1 and 

ment orders 35-4 

I TABLE 35-11 I 
IAF TRANSmON PROGRAM RECORDS I 

R A B C D 
U 
L H the records are or 
E pertain to coosisting of which are then 

1 operation and admim- policy and adnnmstranon files Includes records at other than HQ destroy after 1 year 
stratton of AF Transr- not identified elsewhere on this table, or not filed AFMPC/DPMA 

f--- uon Program in general correspondence files under table 10-1 

1.1 at HO AFMPC/DPMA retire as oerrnanent (see note). 
2 mdrvidual case files records required for each parncrpant at CBPO, transition pro- destroy 6 months after ter-

gram offices mmanon of military status or 
reenhstment. 

3 transition trammg 
agreements 

4 recurnng reports reports required by this program not covered at MAlCOM and CBPO, destroy after 1 year 
elsewhere m tins regulatlon transinon program offices 

5 Manpower Develop- records such as budget estimates and annual plans 
ment Trammg Act 

6 Area Manpower Insti- records required by this program not covered 
tute for the Develop- elsewhere in tins regulation 
ment of Staff (AMIDS) 
Programs 

r 7 transmon manpower 
programs informanon 

g bulletins 

8 mdivtdual apphcanons destroy 6 months after ter-
for attendance at the mmanon of military status. 
AF Skill Center 

9 transition ehgibihty at CBPO and GSU, tran- destroy 3 months after ter-
roster smon program offices mmanon of rmhtary status. 

NOTE Offer to National Archives 20 years after project termmanon 
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ITABLE 35-12 I 
IWEIGHTED AIRMAN PROMOTION SYSTEM (W APS) 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

1 airman test control ros- lists of mdividuals meeting basic promotion eligibility en- record copy (ong- destroy after I year 
ters tena required to take promotion test(s) mal) 

1 amnan mehgible for lists of personnel not eligible for promotion testing 
promotion testing ros-
ters 

3 airman promotion test- lists of personnel by AFSC and grade overdue for com-
mg purge roster .elenon of required promotion test 

4 airman promotion ehgi- lists of personnel in grades E-l through E-8 eligible for destroy after 6 months from 
bihty hstmgs promotion consideration processing month for grades 

E-I through E-3 Destroy 
after I year from end of cycle 
for grades E-4 and above. 

5 amnan promotion melt- hsts of personnel in grades E-I through E-8 mehgible 
zibrhtv hstmzs for oromonon consideranon 

6 airman promotion se- lists of personnel grades E-l through E-8 who were destroy urut lists after 6 
lectees listings selected for promotion to next higher grade months Destroy CBPO lists 

after I year from end of cycle. 
7 airman promotion non- lists of personnel In grades of E-l through E-8 who 

selectee listmzs were not selected for promotion to next hizher zrade 

8 airman promotion se-
lecnon monthly in-

crement list 

list of personnel In grades E-4 through E-8 whose 
sequence number ISeffective the first of the following 
month 

destroy after I year from end 
of cycle 

I 
I 
! 

9 amnan promotion data 
verification record 

lists data to be reviewed 
nromotion 

by those personnel eligible for individual's copy destroy when no longer 
needed 

,,, 
10 promotion test require- hsnng contaming test requirements for personnel eligible record copy (orig- destroy after I year i 

ments for promotion mal) 

11 rosters and hstmgs cov- information COpies destroy after 90 days or when 
ered by rules 1 through no longer needed. whichever 
10 ISsooner 

12 WAPS nonce hsnng contammg data that was used for promotion mdividual's copy destroy when no longer 
needed 

13 promotion cutoff/select a hstmg reflectmg eligible personnel. quota selected. HQ AFMPC rec- destroy after 10 years 

r---
analysis list nonweighable personnel. promotion opportunity 

cutoff score required for selection by promotion 
and 
AFSC 

ord copy -
14 COpies other than destroy after 1 year. 

rule 13 

15 post select control hst hsung of record status changes to the WAPS file HQ AFMPC rec- destroy after cycle IS purged 
ord copy 

16 TICS 309 input by a reject hsnng which Identifies TICS 309 input by CBPO 
CBPOIHAF errors orHAF 

17 unprojected promotions hstmg of personnel who were selected for promotion but 
and CBPO/HAF pro- grade changes were effected and subsequent cycle was 
motion withholds/ can- activated If member eligible for promotion 
cellatlons 

18 special category SKT hstmg of personnel who are SKT exempt because of 
exem~t ~ersonnel COM SEC AFSC or assumed to an SKT exempt PAS 

19 nonreconcilable tests hstmg of test(s) received that were not compatible with destroy after 1 cycle 
received AFSC data 

20 SSAN change list hstmg of personnel who have had a corrected SSAN and destroy after 1 year 
mdicates If WAPS file has been corrected 

21 world Wide master pro- hsnng of personnel selected. nonselected, mehgible or destroy after 10 years 

r--- motion name hst non weighable for promotion 

11 COpiesat other destroy after 2 cycles 
than HQ AFMPC 
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ITABLE 35-12 CONTINUED 

R A
 

U
 

L H the records are or
 
E pertain to
 

23	 master selectee pro-
motion sequence num-
ber hst 

24	 uunal/supplemental
 
master promotion
 
select/nonselect hst
 

25 promotion withhold hst 
26 batch transaction vah-

date 

27 staff mput transaction 
register 

28 HAF reject transaction 
register 

29 promotion history files
 
(Cycle 7IA/after)
 

30 sernor NCO master file
 
update list 

31 sernor NCO inquiry 
hsnnz 

32 sernor NCO mmal eli-
zible file 

33 senior NCO uutial eli-
zible reconcilable hst 

34 master promotion meh-
zib Ie list 

35 master manual select! 
nonselect list 

36 out-of-system supple-
mental promotion cases 

37 nonweighable hstmgs 

r--
38 

39	 promotion correspond-
ence 

I 
B C 

consisting of 

hstmg of promotion selectees by sequence 
assigned 

number 

which are 

HQAFMPC 
record copy 

hstmg of selectees and nonselectees by promotion 
considered for promotion 

AFSC 

hstme of oersonnel whose promotion has been withheld 

hstmg of transactions checked for vahdiry that process to 
the master personnel file 

listmg of transactions that update the master personnel 
file 

hstmg of transactions that have rejected from the master 
oersonnel file 

microfiche COpies 

hsung of transaction mput to the IEF 

hstmg of personnel eligible/mehgible for promotion 

lists of every E-7 and E-8 m the AIr Force 

hst of mismatch data, missing records or duplicate 
records 

hst of personnel mehgible for promotion consideration 

list of personnel considered for promotion manually 

documentation of manual supplemental cases 

list of personnel eligible for prom:otlon in nonweighable 
status 

letters of reco=endatlOns/nonrecommendatlons, control 
roster action wrthhold/remstatement action etc 

COpiesother than 
rule 37 

CBPO COpies 

D 

then 

destroy after 10 years. 

destroy after 6 months. 

destroy after 90 days 

destroy after 10 years 

destroy 6 months after board 
adjourns 

destroy 90 days after board 
adJOurns 

destroy I year after board 
adJOurns 

destroy 90 days after board 
adjourns. 

destroy after I year. 

destroy after 10 years. 

destroy after I year. 

destroy after 6 months. 

destroy when no longer 
needed 

destroy after I year 

40. Civilian Personnel. These tables cover records pertaining to administration of the civilian personnel program, 
including recruitment, placement, position classification, career development, employee-management relations, labor 
relations, disciplinary actions, gnevances, leave, performance evaluation, equal employment opportunity, and incen-
tive awards. Tables 40--1 through 40--9 cover records created by elements of the Directorate of Civilian Personnel, 
HQ USAF, MAJCOMs, and the central Civilian personnel offices (CCPO). Records accumulated by operating 
officialsare covered in table 40--8. Payroll records, including time and attendance reporting, are in the 177tables. 
Special Note: All references throughout the tables pertaining to HQ USAF include the Office of Civilian Personnel 
Management Center (AFCPMC). 
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ITABLE0-1 I
IPOLICY GENERAL AUTHORITY AND GENERAL MANAGEMENT 

R A B C 
U 
L 11the ruords 
E are or oertain to consisting of which are 

1 basic program HQ USAF and MAJCOM records re- wage schedules, resolution of fie!d-
records flectmg basic delegations of authonty referred matters, studies, reports and 

(comments and coordmation) and devel- other records forming the basis for 
opment of policies, procedures and development, management and con-
methods for conductmg all phases of the tmued improvement of the program 
AF civilian personnel adnumstranon 

- crozram 

-L (RESERVED) 
3 records which provide the basis for per- authonnes to adrmmster US citizen 

sonne! program admimstranon authority and/or non-US citizen employees, such 
and which support the legal and admm- as, but not limited to, base commander's 
istranve validity of personnel and pay wntten designations of Civilian person-
actions nel officer (CPO) and incumbents of 

other POSItiOnsto Sign personnel action 
records; Office of Personnel Manage-
ment (OPM), HQ USAF, or MAlCOM 
exceptions or authonnes which provide 
basis for specific actions or operations, 
but which are not appropnate for mclu-
sion in a case file, records or other 
actions or decisions which are 

~ orecedent-setnna for future operanons 

4 individually approved posmon classifi- field-ongmated advisory allocations, ten-
cation gwdes and advisory allocations tanve drafts of classification, quah-
used as precedents for General Schedule ficanon or occupational standards fur-
and Wage Schedule POSItiOns rushed by OPM for comment or mfor-

matron before pubhcanon, and related 
correspondence not mamtamed With 
pubhcanon to which It oertams 

5 wage admmi- wage schedules. oversea differenual rate records which constitute the basis for 
stration approvals. and other pay adjustment au- personnel actions which may require re-

thonzanon resulting from legislanon or construction at a later date 
other across-the-board admunstranve 

~ action 

·6 all wage admunstration records not 
covered 10 rule 5 

7 CCPO man- reports and corol\ary records penodic staffing analyses. Special analy-
power manage- ses for HQ USAF and MAlCOM sur-
ment reports vevs and for special nroiects 

·8 Official Per- an OPF for each civthan employee. at CCPOs 
sonnel Folder recording employee's federal work his-
(OPF) tory and civil service status 

9	 lntergovernmen- COpiesof assignment agreements and not appropnate for filmg 10 OPF If the 
tal Personnel other related records accumulated dur- assignee IS an AF employee or appomt-
Act (lPA) 109 the assignment ed to an AF posmon 
assignments 

10 (RESERVED) 
11 (RESERVED) 
12 (RESERVEDt 

D 

then 

permanent, retain at accumulatmg 
office dunng Its existence (see 
notes I, 2) 

retam pending revision of dis-
posal authonty 

destroy when superseded by pub- I 
hshed standards or other prece-
dent decisions, or when obsolete. 
no longer needed or on macnva- I

I 

non of office	 1 

I 

I 
I 

retain pending revision of dis-
posal authonty 

destroy after completion of 
second succeedmz wage survey 

destroy 2 years after effective 
date of report 

send folder to NPRC (CPR). St 
LouIS MO, 30 days after separa-
non, NPRC will destroy 75 years 
after birth date of employee (60 
years after date of the earhest 
record 10 the folder If the date of 
birth cannot be ascertained) or 5 
years after latest separation, 
whichever ISlater, or as specified 
mFPM 

destroy 2 years after assignment 
ends, or at end of penod of obh-
gated service required of an AF 
employee retummg to his/her 
[position whichever ISlater 
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ITABLE 40-1 CONTINUED I 
R A	 8 

U
 
L If the records
 
E are oqlttrtam to conslstinRof
 

13 chronological notifications of personnel actions for all 
Journal file actions that OPM requires to be re-

corded on SF 508 

14 non-US citizens records on all direct-hire non-US 
m foreign areas	 citizens m foreign areas and all such 

mdirect hires excluding those covered 
by rule 16 

15 (RESERVED) 
16 indirect-hire records of indirect-hire non-US cinzens 

non-US citizens In the Federal Republic of Germany 
m Federal Re-
public of Ger-
many 

17 (RESERVED) 
18 employee recon- negative deterrmnations of acceptable 

sideratton files	 level of competence for withm-grade 
Increases and basis thereof, employee's 
wntten request for reconsideranon, 
reports of investigation, wntten sum-
manes or transcnpts of any personal 
presentations made, final decision on 
recwests for reconsideration 

19 (RESERVED) 
20 mannmg au- urnt manning records, manpower 

thonzanons authonzanon hsungs/vouchers, or 
letters 

21 file of official superseded COpiesof Federal Personnel 
oubhcanons Manual and AF regulatorv matenal 

-22 Federal Employ- weekly listing of mjunes used as a 
ees' Compensa- check file for all cases sent to Office of 
non Act log Workers' Comnensanon Prozrams 

23 Federal Employ- letters and COpiesof forms and state-
ees' Compensa- ments for each case used as a check file 
non Act case for all cases sent to the Office of Work-
files ers' Comnensanon Programs 

24 evaluation/in- evaluation of Civilianpersonnel man-
specnon agement and adrmmstranon reports and 

- Significantrelated records 

2S 

26	 personnel man- CIVIlianpersonnel status and Improve-
agement and ad- ment plan reports 
ministration 

-
27 personnel end-of-month (EOM) fiscal year report 

strength of federal CIVIlianemployment and cor-
accounting ollarv records 

28 end-of-month fiscal quarter report of 
federal CIVIlianemployment and corol-

- larv records 

29 end-of-month monthly report of federal 
CIVIlianemployment and corollary rec-

- ords 

C 

which are 

at CCPOs 

basically the same as those mamtamed 
for other employees, adapted to meet 
local needs 

OPFs admmistered by the CCPO m the 
Federal Republic of Germany 

allocations of manpower spaces Issued 
by the manpower office 

at CCPOs 

evaluations conducted by HQ USAF 

at major subordinate commands 

at CCPOs 

used to denve CIVilianstrength and 
full-time equivalents of the AF 

) 

D 

then 

destroy 2 years after close of 
month m which notification was 
dated (see note 4) 
dispose of as specified for records 
of other employees (or in a man-
ner that Will sansfy peculiar re-
quirements m adrrumstenng non-
US cinzens In the host country) 

destroy 3 years after separation of 
employee 

destroy I year after date of final 
decision (See note 4) 

destroy 6 months after superses-
sion 

see table 11-1 and AFP 40-171. 

retain pendmg revision of dispo-
smon authonty 

retain pending revision of dispo-
sition authonty 

destroy after 2 consecutive re-
ports have been filed 

destroy I year after next like in-

specnon or after 3 years, which-
ever IS sooner 
destroy after 3 years 

retire as permanent (see note 3) 

destroy after S years unless rule 
for fiscal year applies. 

destroy after 2 years unless rule 
for fiscal year or fiscal quarter 
applies 
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ITABLE 40-1 CONTINUED 

R A B C 

U 
L If the records 
E are or pertain to consisting of which are 

30	 extracts of Monthly Report of Federal at MAJCOMs/SOAsIDRUs and/or 
Civihan Employment forms, computer CCPOs to derive civilian personnel 
records, and corollary records strength stansncs for commanders and 

key management officials 

NOTES 
I When records become background matenal to a publication, they are handled according to table 5-1 
2 Offer to the National Archives m 5-year blocks when the most recent records in the block are 2S years old 
3 Offer to the National Archives m Io-year blocks when the most recent records in the block are 20 years old. 
4 When a class action complaint ISfiled, refer to table 40-4, rule 2 

ITABLE 40-2 I 
ISTAFFING I 

R A B C 
U 
L If the records are 
E or pertain to consisting of which are 

1 applicant supply file	 employment apphcanons from persons seeking 
appointment outside of OPM registers or as a result 
of local delegated hmng or examming authonnes, 
rosters indexed to the apphcanons, authonzed racial 

-1',	 and ethnic idennficanons and related data 

I_I CIVil Service Reform records on the type of action, processing tune, name
 
~I
, ! 

Act (CSRA) delegated of person who authonzed final action, date of deci-
I 

authorttres sron and bnef statement setting forth the rationale Ii 
I'
 for the decision
 

2 (RESERVED)
I 2.1 Job element quahfi-, 
cations quesnonnaires
 

3 OPM certificates each Request for Certificate submitted to OPM, 
I each Certtficate of Elrgibles ISSUedby OPM, and 
!','. related papers regardmg objections to eligibles, rea-
I'
" sons for passmg over veterans, and COpiesof SFs 

171I 
4	 appointee avarlabihty correspondence, telegrams, and related papers con- accepted appomtments 

mquiry records cerrung avarlabihty of appomtees -
5	 declined appointments, 

when names are re-
ceived from certtficate 

I 

I.-	 of ehzibles -I 6	 declined appointments, 
when offers were made 
from applicant supply 

,j ,
, , file of the mstallanon 

!' 2- ex:urunatlons OPM exammanon records 

8 AF test booklets In which answers have been 
recorded, and completed test answer sheets have 
been posted to mdrvidual's records-

9	 test records for mdrvtdual employee showmg all
 
current authonzed AF test scores attamed by the
 
employee and mamtamed in hIS or her OPF (see
 
table 40-1) or in a separate file
 

-
9.1	 semiannual or other mventones of test matenal 

D 

then 

destroy when obsolete, super-
seded or no longer needed 

I 
D I 

then 

dispose of according to FPM 
gwdance and OPM agree-
ments (see note 2) 

destroy after audit by OPM 
and AF evaluators, 

destroy 2 years after super-
session 

destroy when 2 years old (see 
note 2). 

destroy when mdrvidual 
enters on duty 

return to OPM WIth rephes 
and apphcanons 

file WIth apphcation (see note 
2). 

see FPM. 
destroy after 90 days. 

forward WIth OPF when 
employee IS reassigned within 

the AF, destroy I year after 
employee transfers or sepa-
rates from AF (see note 2) 
destroy after completion of 
next mvent~ry 



69 AFR 12-50 Vol II 30 October 1987 

ITABLE 46-2 CONTINUED I 
R A 

U 
L II the records are 
E or pertain to 

*9.2 exammation 

10 promotions 

I---
10.1 

i---
10.2 

11 (RESERVED) 
11.1 (RESERVED) 
12 reduction-m-force 

13 federal equal oppor-
tunny recruitment 

14 Federal Equal Oppor-
turnty Recruitment 
Plan 

15 reemployment pnonty 
list 

16 (RESERVED) 
17 oversea recruitment 

requests 

18 mdividual recruitment 
case files 

18.1 employees selected for 
assignment overseas 
granted return nghts to 
US 

19 affirmative actions for 
mmonties and women 
and handicapped 

-
19.1 

19.2 Uniform gurdelmes on 
employee selection pro-

'--- cedures 

B 

consisting of 

master copy of the tests and annual test inventory 

records of mdividual promotion actions, mcluding 
work records, job analysis, Promotion Evaluation 
Patterns (PEPs), and files showing how candidates 
were rated and ranked which are sufficient to allow 
reconstruction for purpose of determmmg comph-
ance with local, AF and Federal Ment Promotion 
Plans 

PEPs for use m centrally managed AF career pro-
grams 

records of specific job analysis records used m Vall-
dation of PEPs and other records (I e , SFs 52, 
certificates, etc) used for career program referrals 

retention registers, notice to employees and work 
cards which are hsts prepared before reduction-m-
force for each compentive level affected, and related 
records 

job interest sheets/cards of women and protected 
mmonty groups for occupations that are hsted as 
underrepresented m mstallanon Federal Equal 
Opportunity Recruitment Plans 

determmanons for ehmmating underrepresentation 
and pnonnes for accomplishment 

hst of names supported by supervisor's record of 
employee (AF Form 971) or supervisor's employee 
bnef 

master COpiesof oversea CIVIlianpersonnel requests 
WIth position descnpnon attached 

records pertammg to recruitment and selection for 
oversea employment 

COpiesof processing records (SF SOB), trans-
portanon agreements, posinon descnpnons, employ. 
ment agreements, etc 

committee minutes, program acnvines, records of
 
community contacts, sexual harassment records,
 
reports and supporting papers regarding status of
 
employment
 
Affirmative Employment Plan mcluding Upward 
Mobility Plan Federal Equal Opportunity Plan etc 

EEO analysis worksheets, and stanstics dealing With 
applicant and candidate flow by race, sex and ethnic 

~roup_ 

C 

which are 

with AF Test Control 
Officer 

at AFCPMC, career 
program branch 

at CCPOs 

at CCPOs 

at oversea CCPOs ser-
VICI~ the~tlon 

at CCPOs 

at MAJCOMs and 
below 

at Affirmative Employ-
ment offices 

D 

then 

destroy when 10 years old 

destroy 2 years after person-
nel action or audit by OPM, 
whichever IS sooner (see note 
2) 

delete from data system 
when superseded or revised 
by new PEP, destroy hard 
copy after 2 years (see note 
2) 
destroy when superseded or 
2 years after staffing action IS 

completed, whichever IS later 
(see note 2) 

destroy after 2 years If no 
appeal IS filed; If appeal IS 
filed, see table 40-4 (see note 
2) 
dispose of in accordance With 
FPM guidance and OPM 
agreements (see note 2) 

see rule 19 I 

destroy after expiration or 
loss of employee's reemploy-
ment nghts or after final 
decision on a pending appeal, 
whichever ISlater 

destroy I year after position 
ISfilled 

destroy I year after expira-
non of employee's transporta-
non agreement 
destroy after return of em-
ployee or I year after return 
nghts are terminated. 

destroy after 3 years or when 
superseded or obsolete, 
whichever IS applicable 

destroy 5 years from date of 
IDian 

destroy when when 5 years 
old (see note 2) 
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ITABLE 40-2 CONTINUED 

R A B C D 

U 

L If the records are 
E or pertain to consisting of which are then 

19.3 annual adverse impact determmanons and analysis 

- of alternate methods 

19.4 results of vahdity studies to include records of Job 
analysis, PEP vahdation referral rosters, Promo-
non and Placement Referral System Stanstics 

20 retired members of the records of appomtments and proposed appoint- destroy 5 years after close of 
uruformed services ments which were disapproved year m which employee was 

appomted or appomtment was 
disapproved. 

21 employee placement mdividual case files of employees registered in atAFCPMC destroy 2 years after registrant 
assistance career programs IS removed from the program 

- (see note 2) 

*21.1 Civrhan Career Enhancement Program (Regis- at CCPOS delete from data system when 
tranon and Geographic Availabihty Form), Cen- superseded by new geograph-
tral Skills Bank Registration and Geographic ICavarlabihty forms or upon 

-
Availability Form employee's Withdrawal from 

the system I 
....ll:!.... hard copy records destro~ after 2 years , 

22 "stopper hsts" received and records of any POSI-
nons m the pay category senes and grades on the 

destroy 2 years after registrant 
IS removed from the program 

, 

f--- "stopper hst" during the time hsts are in force 

22.1 indivrdual case files of employees registered m the 
DOD Pnonty Placement Program and the Auto-

I--
22.2 

mated Overseas Emnlcvment Referral Prozram 

records related to DOD-announced base closure, at MAJCOMs destroy 2 years after final 
transfer of function or reduction, such as: pro- action taken on base closure 
grammmg plans, phase-out plans, macnvanon ord- or transfer 
ers, correspondence pertammg to servtcmg re-
mammg personnel after base closure, and related 
reports not covered elsewhere m this regu_lation 

23 Part-Time Employment special and recurrmg statisncal narrative reports at HQ USAF, destroy when 2 years old 
Program and supporting papers regardmg status of part- MAlCOMs and 

time career employment developed at the CCPO CCPOS 

24 DOD Automated individual employee registration in DOD career at CCPOS and for- destroy when 2 years old (see 
Career Management programs, resumes, and file mamtenance updates warded to the DOD note 2) 
System (ACMS) completed by employees J Central Referral 
records and reports ACtiVIty (QODCRAl 

24.1 employee career appraisal completed by super- at CCPOS and for- destroy when 3 years old (see 
visor warded to DODCRA note 2) 

24.2 requisition and referral requests for filhng posmons imnated by supervisors, destroy when 2 years old (see 
from the ACMS mventory and COpies forwarded note 2) 

to DODCRA for a 
roster of eligibles 

*25 employee separation forms used to ensure that a separating employee at CCPOs destroy after 3 months If 
from mstallanon clears With various mstallanon acnvmes pnor to mamtamed as a separate file, 

departure or mamtam and dispose of 
under table 10-1 as transitory 
matenal (see note 31 

26 general staffing records records pertammg to acnons such as approved at MAJCOMs destroy when record IS 2 

requests to hire retired military, employment of years old. 
veterans, employment of crvihans overseas, and 
reauests for employment mformation 

27 Career Program Cadre forms. interview questions, vahdation records, etc at MAJCOMs and destroy 2 years after cadre 
OCPO selections are made (see note 

2) 
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I TABLE 40-2 CONTINUED I 
R A B C D
 
U
 
L If the records are
 
E or pertain to consisting of which are then
 

28	 Defense Intelligence mdividual employee registration in Defense CI- at CCPOs. copy for- destroy when record IS2 years 
Special Career Auto- vihan Intelligence Career Development Program. warded to the Defense old (see note 2) 
mated System. records annual updates. and resumes winch are completed Intelhgence Special 
and reports by employees in the DOD-Wide CIVIlian Intelh- Career Automated Sys-

-	 2ence Career Develooment Prozram tem lDISCAS) 
29 employee career appraisal forms miuated by super- at CCPOs. With copy destroy after 3 years (see note 

vISOr forwarded to the DIS- 2) 
CAS r--

30	 requisinon and referral requests for filling posmons at CCPOs. copy for- destroy 2 years after selection IS 
covered by the DOD-WIde CIVilian Intelligence warded to the DIS- made from roster (see note 2) 
Career Development Program uunated by super- CAS for a roster of ell-
vISOr g1bles 

31 SES Ment Staffing	 apphcanons (SF 171) and related records to at CCPO destroy when 2 years old (see 
include quahficanons standard. vacancies note 2) 
announcement, documentation of recrwtment 
efforts. list of all applicants, selection procedures 
applied, complamt/appea1 to the ERB and the 
findings, wntten recommendation on those re-
ferred for selection. rating schedule and sheet, and 
ERB case file 

*32	 apphcant Selective Ser- certificanon of Selecnve Service registration accepted appointments file on nght hand side of OPF
 
Vice registration
 r--

*33 declmed appointments	 return to OPM With apphca-
non
r-

*34	 declined appointment, file with application and dispose 

or did not register, of according to FPM 
when offers were made 
from applicant supply 
file of the installanon, 
or other source 

NOTES 
I Retam Supervisor Evaluation of Employee Current Performance andlor Supervisor Evaluation of Employee Potential for First Level Supervi-
sor POSItiOnsuntil replaced by the second Civilian Potential Appraisal. 
2. When a class action complamt ISfiled, refer to table 40-4. rule 2 
3 Destroy according to table 40-4. rule 9 If separation clearance form documents defense related employment counseling reqwrements of AFR 
30-14. 

ITABLE 40-3 I 
IEMPLOYEE CAREER DEVELOPMENT 

R A B C D 
U 
L If the records are or 
E pertain to consisting of which are then 

1 annual trammg, develop- record showing Civilian quota (CQ) file data from at CCPOs destroy after 5 years
 
ment and financial olans Personnel Data Svstem-Crvihan (PDS-C)
 

2 CIVilianpersonnel retrain- reports of retrammg resulting from base closure. at HQ USAF destroy after 4 years
 

- mg transfer or consolidation of functions
 

3 at other than HQ destroy after 2 years
 
USAF
 

4 trammg through mstalla- mdividual course folders contaimng trauung forms destroy 2 years after
 

-

non facilmes or comparable forms. course outlines, attendance course IScompleted 
and rating records and related matenals winch are 
officia! and baste records of completed trammg 
courses 
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ITABLE 40-3 CONTINUED 

R A 

U 
L If the records are or 
E pertain to 

5 

6	 trammg through other 
than mstallation facilities 

-6.1 

-6.2 

7	 annual report of Civilian 
trammg and supplemental 
records relating to ex-
penses 

8	 centrally managed trammg 
and development under 

, : AF career management 
, I progr~mlL 

I' 8.1	 long-term. full-time tram-
I	 ing and career broadenmg 

assignments made under 
the auspices of centrally 
manaEed career j)ro~ams 

8.2	 Career Enhancement Plan 
(CEP)-8.3 

9	 apprentice action 

~ 
10 

11 apprenticeship approval 

U 

13 apprentice standards 

14 

B 

consisting of 

individual case files contammg apphcanons, tram-
mg schedules. apprenticeship agreements 
(AFFM6) examinanon records (performance and 
techrucal information tests). certificates of elrgi-
bllity and related matenals 

records pertammg to courses attended by employ-
ees at other installations. other federal agencies. or 
nongovernment trammg facilines other than those 
covered bv rules 6 I and 6 2 

financial records 10 support of long-term. full-time 
trammg through nongovernment facilities which 
are the vahdanon necessary to accomphsh the ser-
VIce and reimbursement commitment 
financial records 10 support of short-term traming 
through nongovernment facilities 

records of traming completions. duty hours. asso-
ciated costs (except accounting and finance 
records covered 10 the 177 tables) which are pay-
ments for travel. per diem. tumon, contnbunons, 
awards and related fees 

Career Enhancement Plans (CEPs). course folders. 
and trammg records for career program parnci-
pants 

nommation materials, records of selection pro-
ceedmgs and other records used 10 the analysis 
process 

Personnel Data System-Civihan (PD5-c) form 

programs not covered by CEPs (I e.• Veterans 
Readjustment Act) 

record 10 g8JDSand losses dunng preceding 
6-month penod on apprentice program 

letters of approval of programs by the US Depart-
ment of Labor and!or Veterans Admirustranon 

apprentice standards form 

C	 D 

which are	 then 

destroy 3 years after mdi-
vidual completes course or 
discontinues training (see 
note 2) 

destroy	 2 years after 
course	 IS completed (see 
note 2) 

destroy I year after end of 
obhgated service or settle-
ment of claim, whichever 
IS later 

destroy when 3 years old 

at appropnate career	 destroy when updated or 2 
program branch.	 years after completion of 
AFCMPC	 course 

destroy 2 years after com-
plenon of traming (see 
note 2) 

at CCPOs	 destroy when replaced by 
a new CEP 

destroy 2 years after com-
pletion of. or Withdrawal 
from trammz 

at HQUSAF	 destroy when 5 years old 

at other than HQ destroy when 3 years old 
USAF 

atHQ USAF	 destroy 5 years after com-
pletion of apprentice pro-
gram. Withdrawal of 
approval or cancellation 

at other than HQ destroy 3 years after com- I 
USAF plenon of apprenticeship. 

Withdrawal of approval. or 
cancellation 1 

at HQ USAF	 destroy 5 years after com- I 

plenon of apprentice pro-
gram or when superseded. 
whichever IS sooner 

at other than HQ	 destroy 3 years after com-
USAF	 pletion of apprentice pro-

gram or when superseded. 
whichever IS sooner 
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ITABLE 40-3 CONTINUED	 I 
R A B C 
U 
L If the records are or 

,( ,	 D 

E	 pertain to consisting of which are then 

15 student employment	 and records pertammg to Cooperative Education wntten agreements destroy 2 years after 
work student programs	 Programs, Harry S. Truman Fellowship Program, between the school and agreement expires or IS 

Federal JUnior Fellowship Program, and Student AF activity mamtamed renegotiated, whichever IS 

Volunteer Service Proaram at CCPOs sooner. 
15.1	 reports required under EO 12015 at CCPOs destrov when 3 years old 

15.2 at HQ USAF destroy when 5 years old 

16 Upward Mobility Program trammg plans, evaluation, and related matenal at CCPOs destroy 2 years after em-
ployee leaves the program 
I(see notes I and 2)
 

17 career manaaement/unward mobility olan see table 40-2 rule 19 I
 

NOTES 
1. Rule applies to those records not required by current directives to be filed m the mdrvidual's Official Personnel Folder 
2 When a class action complaint IS filed, refer to table 40-4, rule 2. 

ITABLE 40-4 I 
I EMPLOYEE-MANAGEMENT RELATIONS 

R A B C D 
U 
L If the records are or 
E pertain to consisting of which are then 

1	 gnevances and appeals; ongmal of employee's gnevance or appeal, report of destroy 3 years after case IS 

I e., derual of wrthin- heanng or inquiry, COpiesof decisrons rendered and closed (notes 1 and 2). 
grade step increase, related matenal, mcludmg any judicial proceedings ex-
reducnon-in-force, cept complaints of drscnmmanon not included in rules 
unacceptable perform- 1.1, 1.4 and 3 or in table 40-6, rule 8 
ance and classificanon 

1.1	 mdivrdual complaints ongmal complaint, counselor's report, mvesnganve and destroy 4 years after case IS 

of discnrmnatron hearing reports, COpiesof decisions, and related matenal, resolved by AF or Equal 
mcludmg any judicial proceedings Employment Opporturuty 

Commission (EEOC) or by 
a US court -

1.2	 management decisions on whether or not to take .dISCI- destroy 2 years after case IS 

-"Jmary action closed (see note 4)-
1.3	 cards which descnbe current status In processing each
 

mdivrdual comnlamt
 -
1.4	 record of complaint not pursued beyond Informal stage destroy 2 years after date 

EEO counselor was unnally 
contactedlsee note 4) 

2	 class action complaints ongmal complaint, counselor's report, transcnpts, exhr- destroy 4 years after final
 
of discnminatron bits, decisions, related matenal (e g., ment promotion resolunon
 

files PPRS etc)
 
3 adverse actions and	 notice of proposed acnon, any answer made by employ- destroy 4 years after case IS 

appeals	 ees, notice of decision, any order affecting the action, closed (see note 4) 
appeals documentation, and any supportmg matenal, In-
cludinz any iudicial proceedmgs 

-
4 performance/tncennve recommendations, approved nommanons, memoranda of destroy 2 years after close of 

awards record, correspondence taken In connection With per- year in winch final action IS 
formance or mcentrve awards taken (see notes 2 and 4) 

4.1	 correspondence or memoranda pertaining to awards from destroy after 2 years (see
 
other government agencies or private or1taruzatlons note 4)
I--

4.2	 reports pertammg to the operatron of the Incentive destroy after 3 years (see
 
Awards Prozram note 4)
 

5 performance appraisals	 forms documenting ratmgs of supenor, excellent, fully at CCPOs destroy 3 years after date of 
successful, nurumally acceptable, or unacceptable not appraisal (see note 4) 
accompanied bv demotion or removal recommendation'----
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ITABLE 4IH CONTINUED 

R A 8 C D 

U 

L If the records are or 
E pertain to consisting of which are then 

forms documentmg a ratmg of unacceptable where demo-	 destroy after the employee 
bon or removal IS proposed but not effected	 completes 1 year of accept-

able performance from date 
of wntten advance notice of 
proposed removal or reduc-
non in lmIde notice. 

6 

f---
7 forms documenting ratmgs of members of the Semor destroy 5 years after date of 

Executive Service rating (see AFR 40-2 and 
note 4) 

8	 separation actions for supervisor's explanation of reasons for separation of destroy 2 years after effective 
employees servmg on employee, letters of resignation m lieu of termmation for date of separation (see note 
mmal appointment pro- cause, and smular cause Filed subjectrvely rather than 4) 
banon or under m, or WIth, employee's personnel records (see note 3) 
appointment winch 
does not alford appeal 
nghts and winch may 
involve chums for un-
employment compensa-
non 

9	 counselmg regarding statements Signed by employees confirmmg they have at CCPO destroy 3 years after em-

Defense-related received counseling on reporting Defense-related ployee separates
 
employment employment accordmg to AFR 30-14. See also AFR
 

40-735 

NOTES 
I Selected records such as classification appeals decisions may be retamed as policy/precedent files, winch are governed by table II-I, rule 
Retirement to a federal records center IS not authonzed. 
2. For employee suggestions,	 mvennons and sciennfic aclnevements, see table 900-2. 
3. Records are not to be filed alphabetically, or by name, SSN, or other personal	 Identifier. 
4. When class action complaint IS filed, refer to table 40-4, rule 2. 

I TABLE 4O--S I 
I CLASSIFICATION 

R A 8 C D 

U 

L If the records are 
E or pertain to consisting of which are then 

1 posinon descnptions	 files descnbmg estabhshed posmons, mcludmg record copies destroy 5 years after posmon 
mformanon on title, senes, grade, dunes and IS abolished or description 
responsibrlmes superseded. (note)-

2 other COpies	 destroy when position ISabol-
ished or posinon descnpnon 
superseded 

3	 (RESERVED) 
4 posmon surveys	 surveys or equivalent hsnngs of posmons and destroy 4 years from date of 

actions, reports of nnsallocanons, and correspond- the report, or on macnvanon 
ence pertammg to classification action resultmg of office, wlnchever IS sooner 
from posrnon audits (see note) 

5 actions resulting from posinon survey form or eqwvalent (used instead of opnonal files, If not mam- destroy 2 years after effective 
position surveys a request for personnel action form to request ac- tamed, see rule 4 date of action (see note) 

non) 

(RESERVED)6 

7 position management plans, surveys, reports and related correspondence	 destroy after all action IScom-
pleted or new report ISIssued, 
whichever ISapplicable (see 
note) 

NOTE When class action complaint IS filed, refer to table 40-4, rule 2 
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ITABLE 40-6 

UNION AND/OR ASSOCIATIONS OF SUPERVISORS AND MANAGEMENT I 
OFFICIALS MANAGEMENT DOCUMENTATION (see note 1) 

R A B C
 
U
 
L If the records are or
 
E pertain to consisting of "hid! are
 

1 uruon or association rec- request or petition for recogmnon, related doc- at CCPOs 
ogmnon uments; mstallanon's letter of recogmnon and 

f--- certification of representative 

2	 analysis and exhibits determmmg appropriate-
ness of unit, election agreement, related rec-
ords, disapproval requests for UDIonrecogm-
tlon
 

2.1	 urnon or association rec- summary of recogmuon and agreement data at HQ USAF
 
ogmnon
 

3	 memorandum of agree- mmal uruon proposals, counter proposals,
 
ment under labor manage- working documents, and approved agreement
 
ment relations m federal
 
service
 

4	 annual report of umon report, and all backup matenal
 
recoznmons
 

5	 unfair labor practice com- unnal complaint, case record, and decision at CCPOs
 
plamts


f---
5.1	 at HQ USAF and 

MAJCOMs 

6	 uruon or associanon re- request, bterature, and installanon approv-
quest for permission to alldisapproval
 
post literature
 

7	 UDIonor association man- mmutes of meetmgs, and COpies of decisions
 
agement consultation made
 
meennzs
 

8	 gnevances filed under imnal and subsequent fihngs at successive steps at CCPOs (or other 
negotiation gnevance pro- of gnevance procedure; management decisrons, appropnate level of 
cedure memos for the record and any other pertinent recognmon) 

related evidence 

9	 arbitration awards ren- request for arbitration, award; pre- and/or at HQUSAF
 
dered under negotiated post-heanng bnefs; appeal proposallbnef and
 
agreement, and appeals dectsron, as apphcable
 
therefrom to Federal
 
Labor Relations Author-

- tty 

10 at MAJCOMs and 
CCPOS 

11 official time usage for summary of offictal time expended for repre- at HQ USAF 
representation purposes sentanon purposes 

NOTES 
1. Records descnbed m this table IS not authorized for retirement to a federal records center. 
2 Selected records may be retained as pobcy/precedent files managed by table II-I, rule 9. 
3 When a class action complamt 18 filed, refer to table 40-4, rule 2. 

D 

then 

destroy when union IS no longer 
recogmzed or when no longer 
needed, whichever IS later 

destroy when uruon IS no longer 
recogruzed or when no longer 
needed whichever IS later 
destroy when superseded or 
obsolete. 

destroy when S years old. 

destroy 4 years after resolunon 
!(notes 2 and 3) 
destroy I year after fina) decision or 
1 year after date of any further 
action on the cases, whichever IS 

later (notes 2 and 3) 
destroy 2 years after date of instal-
lanon approval or disapproval, 

destroy when superseded or 
obsolete. 

destroy 3 years after case IS closed 
(notes 2 and 3) 

destroy when uruon IS no longer 
recognized or when no longer 
needed whichever IS later 
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I-TABLE 40-7
INONAPPROPRlATED FUND (NAF) PERSONNEL RECORDS 

R A B C D 
U 
L If the records are or 
E pertain to consisting of which are then 

1 basic program personnel correspondence and subject files relating to the at all locations, except destroy after 3 years 
general admmrstration of personnel functions and mclud- HQ USAFIDPC, HQ 
mg college programs, selective placement programs, AFCPMC, and 
exammanons, paid recruitment advertising, executive MAJCOMs 
development program, ment promotion. employment 
safety program, and others not specifically descnbed else-

r--
2 

where In this schedule 

records reflecting basic delegations of authonty (com- at HQ USAFIDPC, see table ~l, rule I 
ments and coordination) and development of policies, HQ AFCPMC, and 
procedures, and methods for conducting all phases of the MAJCOMs 

- NAF AF Crvihan Personnel Adrmmstranon PrQgLam 

3 correspondence, reports, memoranda, and other records destroy after 5 years. 
relating to employment programs and functions, and 
manpower management, and evaluations, including 
experts and consultants, overseas employment, reemploy-
ment n~hts and emmo~ee transfers and details 

4 correspondence and correspondence and forms relating to pending personnel at CCPOs destroy when action IS 

- forms files actions comoleted 

, ; 5 retention registers from which R1F actions have been destroy after 2 years 

. ,,. ' , f--
6 

taken 

retention registers from which no RIF actions have been destroy when superseded 

I-- taken or obsolete 

-L all other corresoondence and forms destroy after 6 months. 
8 wage admimstranon records that constitute the basis for destroy when terminanon 

personnel actions that may require reconstruction at a of system hfe 

- later date 

9 wage schedules used for each occupational group of destroy 4 years after super-
NAF employees seded or cancelled pro-

vided any needed correc-
nve action has been taken 
per table 175-2 (see note 
2) 

10 duplicate records and supervisor's/manager's personnel files consistmg of review annually and de-
personnel files mam- correspondence, memoranda, forms, and other records stroy superseded or 
tamed outside the relatmg to posinons, authonzations, pending actions, obsolete records, or de-
CCPO copies of posinon descnpnons, requests for personnel stroy all records relating 

actions, and records on mdividual employees duphcated to an mdividual employee 
In or not appropnate for NAF operating or operating I year after separation or 

I--
11 

oftic1als_~rsonnelrecords 

other supervisor's/manager's personnel 
covered elsewhere In this schedule 

records not 
transfer 
see table ~8 

I 

!
! 

12 posiuon control AF Form 684, NAF Posmon Authonzanon LISting, used 
by cCPO to control all authonzanons, whether occupied 

review annually and de-
stroy superseded or 

i 
I 
I 

f--
13 

or vacant 

Service Control File, which consists of active SF 7 cards 

obsolete records when 2 
.vears old 

destroy SF 7 cards 3 years 

I 
! 

and SF7d stnps and/or P05-CN (NAF) Record used 

provide information on each NAF space authonzed, 
to after separation of em-

ployee, when automated, 
, 

estabhshed and filled to provide a concise chronology of employee separation bnef 
personnel and position action (RIP) ISprepared at time 

of separation and IS de-
stroyed 3 years after 
separation (see note 2) 
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I TABLE 4&-7 CONTINUED I 
R A B C D 
U 
L If the records are or 
E pertain to consisting of which are then 

14 applicant supply file rosters indexed to the applications and recrwtmg hsts, destroy 5 years after the 
authonzed racial and ethmc idennficanon and related end of year in which 
data, recruitmg hsts/vacancy announcements used to pro- effective 

- vide a record of applicant flow process 

15 offers of employment files contaimng correspondence, accepted offers file m OPF 
letters, and telegrams offenng appomtments to potential 

- employees 

16 declined offers file with employment 
apphcation and destroy 

- after 6 months 

17 applications for employment accepted for employ- file in OPF 

- ment 
18 accepted for possible destroy after 5 years 

- emnlovment 

.1JL DD Form 359, Referral for Consideranon If selected file m OPF left-hand Side. 
20 not selected file with employment 

apphcanon and destroy 
after 6 months 

21 Official Personnel data which reflects and/or documents the service of mdi- at CCPOS transfer folder to National 
Folder (OPF) vrduals paid from NAF and contains records of all US Personnel Records Center 

crtrzens/U'S Nationals wherever employed and of all (NPRC/CPR), St. LoUIS, 
non-US citizens employed wtthm the United States and MO, 1 year after separa-
Its possessions and dependents of DOD active mrhtary non (see notes I and 3) 
personnel and US cmzen, DOD appropnated, or nonap-

- nronnated fund civilians hired m foreign areas. 
22 records of all direct lure non-US cmzens m foreign areas destroy 5 years after 

and all such indirect hires wluch reflect and documents separation For exceptions 

- the service of mdividuals nard from NAF see notes 2 and 5. 
13 records of NAF employees who have been separated and transfer OPF to gaming 

reemployed at another mstallanon dunng authonzed CCPO upon request. 

- local retention period 

14 appnusaIs/performance ratings completed by file in left Side of OPF 
managers/supervisors 

15 temporary mdrvidual records leading to a formal action, but not constrtunng a destroy upon separation or 
employee records record of It nor makmg a substantial contnbunon to the transfer of employee or 

employee's record. For example, letters of reference, after 1 year, whichever IS 
debt correspondence, performance ratmgs, letters of cau- sooner. 
non etc 

16 involuntary separation supervisor's explanation of the reasons for separation of filed subjectively destroy 4 years from 
or resignanon action of the employee; Job-related Circumstances or record of oral according to nature of effective date of actton (see 
employees without notice given to the employee that adversely affected action separately from note 4) 
anoeal nzhts his/her resiananon employee's OPF 

21 chronological Journal forms documenting employment, promotions, transfer m at CCPOs destroy after 2 years 
file or out, separation and all other mdivtdual personnel 

actions, exclusive of those m NAF OPFs Examples are 
AF Forms 2545 mcludmz fact sheets 

18 posmon classification standards determmmg title, senes, and grade based on at AFCMPC/DPCR destroy 5 years after can-
files duties, responsibihnes, and qualification requirements cellanon, revision, or 

- supersession 

19 at all other offices destroy 6 months after 

- . cancellatJon, revision, 
supersession 

or 

30 case files contammg memoranda, correspondence, and at AFCMPC/DPCR destroy 5 years after can-
other records relatmg to the development of standards cellanon, revrsion, or - for classification of POSItiOnspeculiar to AIr Force supersession 
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ITABLE 40-7 CONTINUED 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

31 at all other offices destroy 6 months after 
cancellation, revision, or 

I-- suoersession 

32 review file same as rules 30 and 31 

33 posinon descnpnons files descnbmg established positrons mcludmg Information record COpies destroy 6 years after POSI-
on title, senes, grade, duties, and responsibihnes tion IS abolished or 

- description superseded 

34 all other COpies destroy when posmon IS 

abolished or descnption 

- superseded 

35 classification survey reports on vanous POSItiOns prepared at office of origm If not used as a request for 
by classification specialists, mcluding any periodic reports personnel action, destroy 

after 3 years, superseded, 
or upon macnvanon, 

- whichever IS sooner 

36 If used as a request for per-
sonnel action, destroy after 
2 years or after a regularly 

scheduled Air Force or 
OPM mspection which-
ever IS sooner r---

37 mspecnon, audit, and survey files, correspondence, dispose of as In rules 35 

memoranda, reports, and other records relatmg to mspec- and 36 

r- nons, survevs, desk audits and evaluations 

38 case files relating to classification appeals destroy 5 years after final 
decision or 5 years after 
any action followmg deci-
sion whichever IS later 

39 personnel operations stanstical reports relanng to personnel used for mforma- at CCPOs and other destroy after 2 years 

statisncal reports non and reporting purposes subordinate orgaruza-
nons 

40 employment statisncs reports required for furrushmg other governmental agen- destroy after 5 years. 
cies With essennal data pertammg to labor statisncs, 
unemployment compensation, and comparable data, 
except records covered In rule 59, Federal Unemploy-
ment Comoensaoon Data 

41 performance/appraisal certificates of performance/appraisal ratmg completed by destroy after 2 years 

ratmgs supervisors/managers of NAF employees - excluding 

I-- comes filed In OPF 

42 general or case files of forms, memoranda, and corre- destroy after 3 years 

I--- soondence 

43 appeals files contammg memoranda, correspondence, and destroy 3 years after date 

other records relanng to employee appeals of perform- of final decision 

ance ratmzs 

44 conflict of Interest case statements of employment and financial Interests and destroy 3 years after 
files related records separation of employee or 

5 years after employee 

leaves the positron for 
which statement IS 

required 

45 personnel counsehng counseling files containing reports of interviews, analyses, destroy 3 years after termi-

- and other related records nation of counselmg, 

46 alcohol and drug abuse program records created In plan- destroy after 3 years 

DIng, coordinanng, and directing an alcohol and drug 
abuse program 

47 standards 

files 

of conduct correspondence. memoranda, and other records 

to code of ethics and standards of conduct 
relanng destroy when 

sUll~rseded 

obsolete or I 
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ITABLE 4G-7 CONTINUED I 
R 

U 

L 

E 

48 

A 

If the records are or 
pertain to 

employee awards files 

-
49 

-
50 

f--
51 

52 

53 

incentive awards pro-
zram reports 

gnevance, disciplmary, 
and adverse action files 

f--
54 

55 

-
56 

-
57 

labor management 
tlons 

rela-

58 

59 

60 

employee work 
schedules 

federal unemployment 
compensation data 

medical data 

61 equal employment 
opportunity 

'--

B 

consisting of 

case files contauung recommendations, approved nomina-
nons, memoranda, correspondence, reports, and related 
handbooks pertairung to cash and noncash awards such 
as incentive awards, Within grade ment Increases, sugges-
nons and outstanding performance 

correspondence or memoranda pertammg to awards from 
other government agencies or private orgamzations 

length of service and Sick leave awards file contammg 
correspondence, memoranda, reports, computation of ser-
vice and Sick leave and hst of awardees 

COpiesof letters of commendation and appreciation 
recogmzmg length of service and retirement, and letters 
of appreciation and commendation for performance, 
excludmz COPiesfiled m the OPF 

reports pertaining to operation of the Incentive Awards 
Program 

gnevance and appeals files contammg records ongmanng 
In the review of gnevance and appeals raised by AIr 
Force NAF employees, except EEO complaints These 
case files Include statements of Witnesses, reports of inter-
views and hearings, examiner's findings and recommenda-
nons, a copy of the ongmal decision, related corre-
spondence and exhibits, and records relanng to a recon-
sideranon request 
adverse action case files and related records created In 

reviewing an adverse action (disciphnary or nondisci-
plmary removal, suspension, leave Without pay, 
reducnon-m-force) agamst an employee The files 
include a copy of the proposed adverse action WIth sup-
porting documents, statements of WItnesses, employee's 
reply, hearing notices, reports and decisions; reversal of 
action and a~eal records excludmz letters of rennmand 

correspondence, memoranda, reports, and other records 
relating to relationship between management and 
employee unions or other groups (see also table 40-~) 

labor arbitration general and case files contammg 
correspondence, forms, and background papers relating 
to labor arbitration cases 

schedules showing the employee's tour of duty- and 
records reflecnnz approval of uncommon tour of dutv 

forms used to furnish state employment secunty agencies 
payroll data of personnel paid from NAF, COpiesof ES 
931 and other related data 

cards, certificates, examination schedules and reports, and 
other related information required for such NAF employ-
ees as barbers, beauncians, food handlers, and sumlar 
services 

official discnmmation complaint case files contammg 
complaints WIth related correspondence, reports, exhibits, 
WIthdrawal notices, COpiesof decisions, records of hear-
mgs and meetings, and other records as descnbed by 5 
CFR 713 222 

C 

which are 

at office negotiating 
agreement 

at other offices 

D 

then 

destroy 2 years after close 
of year In which final 
action IS taken 

destroy after 2 years 

destroy after I year 

destroy after 2 years 

destroy after 3 years 

destroy 3 years after case 
IS closed 

destroy 4 years after case 
IS closed 

destroy when superseded, 
obsolete. or no longer 
needed for reference 

destroy when superseded 
or obsolete 

destroy 5 years after final 
resolution of case 

destroy after 3 years 

destroy after 2 years. 

destroy when superseded, 
or when mdividual IS 

transferred from NAF ser-
VICes 

destroy 4 years after reso-
lunon of case 
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ITABLE 40-7 CONTINUED 

R A B C D 

U 

L If the reeords are or 
E pertain to consisting of which are then 

62 duphcate COpiesof complamt case files or records per- destroy I year after resolu-
tauung to case files retained 10 the official discrunmanon tion of case 

I-- comolamt case file 

63 background files contammg background records not filed destroy 2 years after final 

I--
64 

10 the offiCial discnmmanon comolamt case file 

compliance records such as compliance review files that 
resolution of case 

destroy after 7 years 
contam reviews, background papers, and correspondence 

I--
~ 

relatmz to contractor emolovment 
EEO compliance reports 

oracnces 

destro~ after 3_v_ears 

66 employee housmg requests askmg for assistance from the destroy after I year 

r- Air Force 10 hous~ matters such as rental or ourchase 

67 employment stanstics files contauung statistical mforma- destroy after 5 years 

I--
68 

non relannz to race and sex 

EEO general files contammg general correspondence and destroy after 3 years, or 
COpiesof regulations With related records pertammg to when superseded or 
the CIVIl RIghts Act of 1964, and the EEO Act of 1972, obsolete, whichever IS 

and any pertinent future legislanon, and AIr Force EEO applicable, 
committee meeting and records mcludmg minutes and 

- reports 

69 EEO Affirmative Action Plan (AAP) consolidated AAPs destroy 5 years from date 

I-- of Dian 

70 base feeder plan to destroy 5 years from date 
consolidated AAPs of feeder plan or when 

admzrustranve purposes 
have been served, which-
ever ISsooner I 

71 ladder diagrams forms used for each occupational group of posmons destroy when superseded 
or cancelled 

71. personal mjury files forms, reports, correspondence, and related medical and destroy after 5 years. 
mvestigatory records relatmg to on-the-Job injuries 
whether or not a claim for compensation was made -
excluding COpiesfiled 10 the OPF and COpiessubmitted to 
the Deoartment of Labor 

73 temporary records records relating to the promotion of an mdividual that destroy 2 years after the 
relaung to promotions document qualification standards, evaluation methods, personnel action or after 

selectmg procedures, and evaluations of candidates - the action has been 
excludmg any records that duplicate mformanon 10 the audited, wluchever IS 

promotion plan, 10 the OPF, or 10 other personnel sooner 
records 

74 trammg general file of AIr Force-sponsored trammg contauung destroy after 5 years or 5 
correspondence, memoranda, agreements, authonzanons, years after completion of 
reports, requirement reviews, plans, and objective relat- specific trammg program 
109 to the estabhshment and operation of tratrung, 

I--
75 

courses and conferences 

background and work papers such as trammg schedules, destroy after 3 years 
attendance records, evaluations of specific courses and 

I-- monthly summanes at trammz acnviues 

76 trammg aids such as manuals, syllabuses, textbooks, and destroy when obsolete or 
other trammg aids developed by the AIr Force for NAF superseded 
employees as well as traming aids from other federal 

- aaencres or nnvate mstitunons 

77 employee training records such as correspondence, destroy after 5 years or 
memoranda, reports, and other records relating to the when superseded or 
avarlabihty of trammg and employee parncipanon ID obsolete Whichever IS 

- trammz nrozrams sooner 
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R A B C D
 
U
 
L If the records are or
 
E pertain to consistinK of which are then
 

78	 course announcement files contammg reference files of destroy when superseded
 
pamphlets, notices, catalogs, and other records winch or obsolete
 
provide Information on courses or programs offered by
 

79 evaluanon/inspecnon evaluations of NAF personnel management and adrmru- conducted by HQ see table 40-1
 
stratton reports and sigmficant related records USAF and
 

MAlCOMs
 

80 retired members of the records of appointments and proposed appointments that see table 40-2.
 
uniformed services were disa roved
 

NOTES
 
1 On Inactivation of the mstallanon, notify the National Personnel Records Center, NPRC (CPR) of the closing date, name, and location of the
 
installation assuming custody of the personnel records and mdividual eammg records of NAF employees If no mstallanon IS asssummg custody,
 
send records to the NPRC (CPR)
 
2. An expection to the authonzed disposmon IS made for records (requests for exception must be submitted through SAF / AADAQD to NARA). 

a. Required in support of legal matters (I e , claims, cnmmal, or other actions) Such record IS disposed of after action IS resolved and the 
specified retention	 penod has elapsed 

b For winch a foreign government law or agreement specifies a longer retention penod 
c. For non-US employees whose countryies have a unique requirement to warrant a longer retention, see AFR 12-50, volume I, chart 4-1, note 

3 These folders may be transferred to the NPRC in any volume. The NPRC will destroy 75 years after birthdate of employee (60 years after the 
date of the earliest document If the date of birth cannot be ascertained) or 5 years after the latest separation, whichever IS later If re-employed 
dunng authonzed retention penod, forward folder to gaming acnvity upon request. When an employee IStransferred to another NAF Instrumen-
tahty, transfer the folder directly to the gauung activrty 

4. Supervisor's explanation, related records of circumstances or oral notice of proposed action affecting resignation will not be forwarded WIth the 
employee's OPF either to another federal agency or the NPRC 
5. Retain folders of Turkish employees in Turkey after termmation of employment until no longer needed to satisfy Turkish legal requirements, 
then destroy. Retain folders of Fihpmo employees m the Phihppmes for 20 years after termmatton of employment, then destroy 

ITABLE 40-8 I 
IOPERATING OFFICIALS' CIVILIAN PERSONNEL RECORDS 

R A B C D 
U 
L If the records 
E are or pertain to consisting of which are then 

1 general employee correspondence and other records about or to	 see table 10-1 
management	 indrvidual employees, or pertinent to em-

ployment matters m office of junsdicnon filed
 
in general correspondence file
--2	 filed m supervisor's work destroy Part A&B when new bnef IS 

folder	 received. Complete Part A on new 
bnef Destroy Part C according to 
table 40-4 when It contains records 
winch could lead to disciphnary or 
performance related actions, other-
WISe,destroy Part C when new brief 
IS received 

-3	 supervisor's supervisor's employee bnef winch IS a RIP filed in supervisor's
 
employee work product generated by PD5-C when certain employee work folder
 
folder personnel actions occur (e g , Promotion,
 

'-- Aooomtment Change to Lower	 Grade etc) 
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ITABLE 40-8 CONTINUED 

R A 

U 

L U the records 
E are or pertain to 

*3.1 

f---
*3.2 

*3.3 

f---
*3.4 

*3.5 

-
*3.6 

obsolete Super-
visor's Records of 
Civilian Employee 
(AF Form 971) 

, I *4 

-
*4.1 

supervisor's 
employee work 
folder 

4.2 

,L
·1 : 
I 
t, 

-
*4.3 

*4.4 

4.5 

*5 

*6 

*6.1 

*7 

*8 

*8.1 

*9 

*10 

B 

consisting of 

work folder when employee ISassigned to 
new supervisor 

work folder when employee transfers to 
another AIr Force Base 

work folder when employee transfers to 
another agency or separates for any reason 
other than adverse action or mihtarv service 

work folder for employee as a result of 
adverse action 

current disciphnary or performance problem 
entnes 

all other AF Form 971 (yellow card With 
attachments) 
work folder for employee who separates to 
enter military service or m a R1F 

debt letters, letters of caution or warning, and 
smular papers 

employee career appraisal prepared for em-
ployees registered m an AF-wlde or DOD-
wide civihan career nrozram 

notations of oral admorushments and notices 
ofrepnmand 

performance appraisal, records used to sup-
port or track employee performance dunng 
the appraisal penod, records of periodrc 
performance discussion 

position descnpnons for employee when main-
tamed in work folder 

(RESERVEDJ 

(RESERVED) 
change to the position sensitivity documented 
on the position descnpnon 

nommanon for trammg and related traunng 
documents 

<RESERVED) 
suspense COpiesof recommendations or re-
quests for personnel actions 

AFR 12-50 Vol II 30 October 1987 

C	 D 

which are	 then 

kept by supervisor	 transfer withm 10 workdays to new 
supervisor with AF Form 860 ID a 
sealed envelope 

destroy after 60 days 

destroy after 60 days 

destroy when employee IS separated 
and no longer needed for pending 
gnevance, appeal, EEO complamt or 
ULP. 
destroy when no longer current 
(request CCPO review pnor to de-
struction), 

destroy 1 July 1988 

forward to CCPO per AFR	 40-293 

destroy 2 years after date of letter or 
when purpose IS served, whichever 
IS sooner 
destroy 3 years from date on 
appraisal or when employee	 IS no 
lonzer m the nroaram 

remove oral admorushment from 
Part C of the employee bnef 2 years 
from date of admonishment.	 De-
stroy repnmands mamtamed	 in the 
work folder 2 years from date of 
notice 

destroy 3 years after effective date of 
appraisal, forward to CCPO If sep-
arted or transferred (CCPO forwards 
to l!:aunnl!:acnvnv) 

kept by supervisors of	 destroy after 5 years or when em-
members of the Seruor	 ployee separates, wluchever IS 

Executive Service	 sooner 
kept by supervisor or in a	 see table 40-5 
central admuustrative 
function 

See AFR 205-32 and AFR 40-296 

for courses requiring eval-	 destroy after evaluation of completed 
uanon kept by supervisor trainmg or when the trammg require-

ment no longer exists 

for courses not requmng destroy after completion of trainmg 
evaluation or when the trammg requirement no 

longer exists 

kept by the supervisor or	 destroy on notification of completion 
ID a central admirustranve	 of action 
function 
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ITABLE 40-8 CONTINUED I 
R A 8 C D 
U 
L If the records 
E are or pertain to consisting of which are then 

-11 uncommon tours of duty schedules	 destroy I year after tour of duty IS re-
scmded, or I year after final decision
 

on an appeal, or If a grievance, dis-
cnmmatron complaint, appeal or legal
 
action IS pending, destroy after case IS
 

resolved
t---
-12 emergency essential agreement Signed by kept by supervisor destroy when superseded or can-

employee In that type of posinon	 celled. 

NOTE The SF 52 designating or recording a positron as sensmve Will be retained by the supervisor until the action IS completed 

I TABLE 40-9 I 
ICIVILIAN PERSONNEL STATISTICAL ACCOUNTING SYSTEM 

R A 8 C 
U 
L If the records 
E are or pertain to consisting of which are 

1	 action transcnpt Civilian personnel action transcnpt sheets, or other authonzed 
sheets	 forms, includmg the stansncal copy of notification of personnel 

action forms or equivalent which IS used to code the action 
transcript sheets used to prepare transaction punch cards 

1	 transaction punch cards prepared by CCPO to update E201 file which are re-

cards turned from the data automation activity
 

3	 update status file machine-produced listings used to verify transactions processed
 
hstmzs bv data automation
 

4	 base, MAJCOM machine listings showing errors detected In update transactions
 
and HQ USAF subnutted which are used to Identify errors for correction
 
error hstmgs
 

5 master table edit edit table entnes and additions to and/or deletions from the edit
 
and uodate listing table which are used to venfv that the edit table IScorrect
 

6 alphabetical hsnng all employees serviced by the CCPO hstmg In alphabencal
 
of emolovees order of last name used as a locator file
 

7	 listing of employees all employees hsted by function code WIthin assigned orgam-
by assigned orgam- zanon and used to reconcile assigned strength figures
 
zanon
 

8	 listing of special all employees on the roll who are In those categones (8263
 
consultants, experts computer) used to report a change In work status (type of
 
and mternuttent em- employment code)
 
olovees
 

9	 listing of deleted employees who are assigned to AFSC's and or function codes
 
personnel data (8263 computer) which have been or will be deleted from the
 
codes svstem and therefore require changing the employees' records
 

10 mass conversion of machine listing of those salaned employees whose salanes were
 
salaned employees not changed through the mass conversion which are now neces-

sarv to initiate salarv changes mdrviduallv
 

11 no table entry for machine listings of transactions received by command from HQ
 
the CCPOs USAF which show unauthonzed CCPO codes and not proces-

sed against the command file
 

12 unauthonzed com- machine listings of transactions received by command from HQ
 
mand code USAF which show an authonzed command code (83500 com-

outer)
 

D 

then 

destroy 3 months after used for 
card punching. 

destroy when no longer needed 
or 3 months after date of receipt 
from data automation activity, 
whichever IS sooner 
destroy 3 months after receipt of 
IIStln2 

destroy 3 months after receipt, or 
when errors shown have been 

corrected whichever IS later 
destroy When superseded. 

destroy after employees' records 
In the master file have been 
changed. 

destroy when no longer needed. 
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ITABLE 40-9 CONTINUED 

R A B C D 

U 
L If the records 
E are or pertain to consisting of which are then 

13 update totals machine hsnngs of totals of vanous transactions forwarded by at MAlCOM 
the command data automation directorates 

of civihan 
personnel 

14 mtracommand machine hstings of losses machme generated by command 
losses winch are used to droo emolovees on mtracommand actions 

15 mtercommand machme hstmgs of losses generated by HQ USAF received by 
losses the commands and used to drop employees on mtercommand 

actions 

16 HQ USAF comma records in HQ USAF file winch contain commas at CCPOs destroy 90 days after receipt or 
hstmg when commas shown have been 

corrected whichever IS later 
17 direct keypunching exception granted to the CCPO by the MAlCOM winch are destroy when no longer needed. 

authonty recogruzed as the authority for CCPO 
from pej"Sonnelaction records 

to keypunch cards direct 
I 

18 coding on forms recogruzed as the authority for CCPO to use other coding I 
other than civihan forms besides the action transaction sheet , 
personnel action 
transcnot sheet 

19 active master file computer magnetic master tapes contauung record of each em- other than as destroy after 1 year 
ployee on AF rolls of the last 

day of calen-
dar quarter 

I--
at HQ USAF 

20 as of the last destroy after 5 years 
day of each 
calendar 
quarter at 
HQUSAF 

21 inacnve file penodtcally consolidated computer magnetic tapes containmg at HQ USAF destroy 5 years after last penodic 

record of each employee who has been separated from AF rolls consolidation 

22 transactions to computer magnetic tapes contaimng transactions subrmtted to destroy after 6 update cycles 
update centralized keep the master file current and correct consolidated from input 
CIVIlianpersonnel tapes received from the MAlCOMs 
status file 

45. Reserve Forces. These tables cover records pertaining to the AF Reserve, Air National Guard and AFROT 
only. They do not include records on reserve forces on active duty. 

ITABLE 45-1 I 
I RESERVE FORCES (see note 1) 

R A B C D 

U 

L If the records are 
E or pertain to consisting of which are then 

1 AIr Force Reserve	 ap- COpiesof disapproved applications for appomt- destroy I year after disap-
plications	 ment as reserves of the AF or USAF WIthout proval 

component, and comparable forms, correspond-
ence and related a ers 

disapproved apphcauons of eligible officers for 
ent on EAD and related records 

2	 approved apphcations pertammg to mdrviduals destroy I year after individual 
WIth or WIthOUtpnor nuhtary service who have declines appointment 
dechned a intment ..
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r TABLE 45-1 CONTINUED I 
R A B C D 
U 
L If the records are 
E or pertain to consisting of which are then 

3 enhstment records (AF tnphcate copies of enlistment record-Armed	 not m conjunction with an destroy after I year 
Reserve)	 Forces of the US or comparable forms accumu- appointment to the AF or
 

lated incident to enhstment of persons in the AF other military academy
 
Reserve
-

4	 m conjunction WIth an destroy 6 months after date 
appointment to the AF or of enlistment (see note 2) 
other mihtarv academy 

5 delay and appeal re- reservists' requests for delay in reporting for at MAJCOMs or units of destroy I year after date mdi-
quests active duty, requests for reconsideranon of deer- assignment vtdual reports for active duty 

sions on requests for delay, and related records or I year after date of expira-
non of delay 

6 report of transfer or forms and related records at NGB units destroy 3 months after date 
discharge mdrvidual separates. 

7 general mihtary course records the detachment commander creates, mamtamed by professors destroy after 3 years or when 
(GMC) cadets mcluding evaluation rating forms, trammg and dIS- of aerospace studies and no longer needed, wluchever 

ciplmary reports, and related corresPQndence HQAFROTC IS sooner 
8 professional officer records of AFROTC cadets comnussioned as destroy I year after accept-

course (POC) cadets second lieutenants, includmg all records not re- ance of ccmmissron (EX-
and financial assistance quired for msntunonal purposes; field file con- CEPTION. AFROTC 
program cadets sistmg of records required by AFR 45-3 copies WIll be destroyed 

immediately after acceptance 

I--	 of commission) 

9	 records of AFROTC cadets not commissioned as destroy after I year.
 
second lieutenants, and wluch are not required for
 
mstrtunonal purposes, wluch compnse the field
 
file cadet record and similar records
r--

10	 records of d!senrollment from officer candidate- destroy after 3 years
 
type trammg
 

NOTES
 
I Rules apply to those copies not required by other directives to be filed in the military personnel records groups (see AFR 35-44)
 
2. The ongmal copies of the enlistment forms are mamtamed in accordance WIth AFR 35-44 and become a permanent part of the Master Person-
nel Record Group 

I TABLE 45-2 I 
I RESERVE FORCES TRAINING (see note 1) 

R A B C D 
U 
L If the records are 
E or pertain to consisting of wbich are then 

1 estabhshment of semor apphcanons, contractual agreements between the AF at HQ USAFIDPP destroy 2 years after macnva-
and juruor AFROTC	 and educational msntunons wluch give specific mstruc- and HQ AU non of AFROTC detachment. 

nons for admunstenng the AFROTC program and out-
line both AF and msntunon responsibihtres for safekeep-

I-- ing US property, and related papers 

2 at HQAFROTC hold at HQ AFROTC 10 
years after macnvanon of 
detachment, then retire as per-

- manent (see note 2) 

3	 at AFROTC de- destroy on macnvanon of
 
tachment detachment
 

4	 Armed Forces of the see table 35-1
 
US report of transfer
 
or discharge
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ITABLE4~2 CO~D 

R A 8 C D 

U 
L If the records are 
E or pertain to consisting of which are then 

active duty report5 

6 macnve duty traming	 authonzanon for inacnve duty trairung, authonzanon ongmals destroy after 5 years
 
for indrvidual mactrve duty trammg (for non pay status
 
only; for pay status authonzanon, see table 177-25)
-

duphcates	 destroy after trammg has ' 
posted to Reservist's USA 
Reserve personnel record 
retention, promotion and r 
tirement 

7 

8 extension course IDStI- certificate of completion Issued on completion of a vol- onginals give to mdivtdual Reservis 

f-- tute (ECI) trammg ume of a course 

9 duphcates	 hold m Reservist's field rei 
group file until 6 months a 
date Reservist receives his 
her certificate of completic 
then destr~ 

f--
10 certificate of completion ISSuedon completion of a onginals give to mdivrdual Reservis 

course
f--

11 duphcates hold m Reservist's field rec 
group file until It is outdate 

then destroy 

1.2 authenticated reports of	 hold until closing of Reser 
ftymg time	 ist's USAF Reserve persor. 

record for retention, prom! 
tion and retirement, then d 
stnn'_ 

13	 cadet evaluation student performance reports used to evaluate cadet per- at HQ AFROTC destroy 4 years after cornp' 
formance at field trammg and AFROTC non of field trammg, 

detachments 

*14	 AFROTC enrollment AFROTC Enrollment Data, AFROTC Program Status at HQ AFROTC, destroy after 5 years
 
data, program status Report, AFROTC Scholarship Selection Analysis HQ AIr Trainmg
 
and scholarship selec- Command, or HQ
 
non analvsis USAF
 

NOTES. 
I Records used within the ANG are disposed of accordmg to guidance provided by the respective state or the NGB-AF 
2 Offer to the National Archives 10 years after macnvatton of the AFROTC detachment 

50. Training. These tables cover records relating to general policies and procedures govermng basic and advar 
military trainmg, technical training, special training of military personnel required to support weapons system 
other equipment, mobile training, professional education of AF personnel through senior service schools, and S 
rity ASSistanceProgram training. 

I TABLE 50--1 I 
IPROGRAM ADMINISTRATION I 

R A 8 C D 

U 
L If the records are or 
E pertain to consisting of which are then 

*1 school quotas/course records concemmg allotment of school quotas and ful- at other than CBPOs destroy after 6 months 

I--- project file fillment thereof, including TDY relocation records 

*1.1	 at CBPOs see table 35-4 rule 22 

2 airman trammg waiver	 requests for exceptions to authonzed airmen trammg all COpiesexcept rule 3 destroy after I year, 
and unhzanon procedures m connection With on-the-
Job, cross-trammg, and trammg of unskilled airmen m 
the semiskilled levels -
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I TABLE 50-1 CONTINUED I
 
R A 
U 
L If the records are or 
E pertaIn to 

3 

4 foreign trainees 

5 

o 

6 

7 

8 

8.1 

9 traming instructors 

10 

11 faculty board pro-
ceedmgs and admm-
istrative disenroll-
ments 

-
11.1 

·U collateraJ trainmg 

:ed 13 locator stnp cards 

or 
;u- 14 

15 

(RESERVED) 
(RESERVED) 

16 progression schedules 

17 student research 

18 trammg sumrnanes 

B 

consisting of 

requests for trammg, traimng projects, acceptance 
or nonacceptance messages, mvitanonal travel ord-
ers, related correspondence mordent to the USAF 
program for trairung students of foreign govern-
ments per AFR 50-29 

trammz records for students (orrzmals) 

ATC Form 318 (Pnor 1974), Allied Student 
Trammg Record 

medical and dental records 

mdrvidual student training and achievement record 
used by Inter-Amencan AIr Forces Academy 
(IAAF A) to provide mformanon to each student's 
home country 

forms used to record data on mdivrdual instructors 
preservice and inservice trairung requirements, 
type of instructor assignment, and quaWicatton for 
instructor supervisor assignment 
instructor evaluation records 

ongmals of proceedings of faculty boards 
appointed to determine al1 matters relating to the 
proficiency, deficiency, graduanon, and ehmmanon 
of students, and other matters referred to the fac-
ulty board by the school commandant, and records 
of admimstranve disenrollments 

sign-m and SIgn-out records, absentee reports, 
delinquency reports, suspension records. traming 
check sheets, medtcaJ clearances, requests for dIS-.ciphnary action, progress reports, exammanon 
papers, registration forms, change requests, recom-
mendattons for ehrmnanon, and records of prepa-
ration for oversea movement 
cards used for locatmg a student 10 a class or 
souadron 

time tables, graphs and charts used to mdtcate 
progress and/or for instrucnonal purposes, such as 
student famihanzanon irnual charts, progress 
charts and charts of flvme time 

theses (War College), research reports (Command 
and Staff College), aerospace power theses (Squad-
ron Officers School), and student theses (Institute 
of Technology) 
traimng summanes and reports of elimmees, 
upgrading, absentees, dehnquencies, standard-
ization checks, ratmg scaJes, student ratro reports, 
acnvity reports, recogmtton test sheets, rosters of 
students and advance reports of zraduatron 

C D 

which are then 

10 field personnel 

at HQ USAF 

records see table 35-1 

destroy 4 years after com-
pleuon of project 

below HQ USAF destroy 2 years after com-
Ipletion of project 
see AFM 50-29 

destroy after 20 years or 
when no longer needed, 
whichever IS sooner. 
see table 168-4 

destroy on macnvanon of 
IAAFA. 

destroy immediately after 
reassignment or separation, 

at commands below HQ 
USAF, except HQ 
USAFA 

see command prescnbmg 
directives and table 10-1 

destroy after I year. 

at HO USAFA 

below HQ USAF 

destrQYafter 2 years 

destroy 3 months after 
class/course completion 
provided required mforma-
bon IS posted to the mdrvid-
ual traJDmg record, or when 
no longer needed, which-
ever IS sooner. 
destroy after graduanon or 
ehmmabon 

destroy when superseded, 
obsolete or on macnvanon 
of activity, whichever IS 

sooner 
destroy when no longer 
needed. 

destroy after I year 
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ITABLE 50-1 CONTINUED I 
R A B C D ! 
U I
L If tbe records are or 
E pertain to consisting of wblcb are then 

19 general trammg	 techmcal trammg reports, such as reports of units destroy after I year 
reports	 assigned for trammg, reports of status and change
 

of status, status recapitulation, strength, periodic
 
trammg, combat readmess, and mspection of
 
instructors' classes
 

20 academic instructor	 requests, jusnficauons, approvals and disapprovals destroy when no longer ell- i
I 

course Waivers	 gible for assignment to ,, 
mstructional posmons m 
AU or when no longer 

I 

needed, wluchever IS 

sooner 
21 educational source	 studies, reports on education requirements of the at HQ AU hold until macnvation of I 

records	 AF, AU's role m meetmg these requirements, AU or when no longer 
I 

studies on the effectiveness of educational pro- needed, then retire as per-
zrams techniques and related matenal manent (see note 2) 

*22 retrammg	 request for retrammgllateral trammg and any sup- approved applications and see table 35-1, rule I I (note 
porting records (I e , supplemental messages, declination statements for 3) 
letters of recommendation, etc.) approved retrammg 

requests-*22.1 disapproved applications	 destroy 3 months after 
disapproval/cancellation. 

*23 student crrtiques	 mdrvidual, group and oral (summanzed) cnnques for contractor trammg destroy With related con-
reftectmg students' comments on trammg, base courses tract 
support facihnes and services, and school squa-
dron support for consideranon m corrective or im-

provement actions~ 
*24 for other than contractor	 destroy 2 months after all 

traIDlnjt courses action IS com~eted 
"t -*24.1 servmg as destroy upon completion of 
1 input/background data to related report/special study 

trammg evaluations or unttl no longer needed, .\ ;: 
I' wluchever IS sooner
 
, . 25 AF established NCO charter case files, including charter, chapter con- at NCO academies destroy when charter IS dis-, . 
I	 Academy Graduate sntunon, bylaws, and other governmg records solved
 

Association (see note
 
5)
 

26	 records for mamtammg chapter actrvmes, m- destroy after 1 year 
eluding chapter's mmutes of meennzs and reports 

. , NOTES: 
t , ,
1 .: *1.	 (RESERVED), . 

2. Retire when microfilm IS determmed adequate substttute.
 
3 Return medical exammanon reports to the base hospital.
 
*4. (RESERVED)
 
5. As associations' chapters are orgamzed as pnvate orgamzanons, the records mamtamed by the chapters are not considered official recor 
Within the meanmg and mtent of AFR 12-50, volume I 

ITABLE 50-2 I 
IINDMDUAL ACADEMIC RECORDS 

R A B C D 

.- i U 
L If the records 
E are or pertain to consisting of wbicb are then 

1 trammg prog-	 records of mdrvidual trammg and education of each at AU and USAF School destroy 30 years after mdivrdual 
ress	 student, mdicatmg subjects studied, number of hours of Aerospace Medicme completes or discontinues a train-

devoted to their study, final grade or ratmg of profi- mg course 
ciency obtained m each subject and/or the reason for 
noncompletton of the course of study 

'--
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r TABLE 50-2 CONTINUED I 
R A B C D 
U 
L If the records 

E are or pertain to consisting of which are then 

2	 at School of Health Care
 
Sciences, USAF (before
 
FY 82l
 -3 ATC Forms 156, 304, 379, and 565 (before FY 82) at ATC techrucal trammg 
centers/field trammg 
detachments-3.1 Attendance and Rating Record (ATC Form 379) (all destroy after 1 year 

duplicates and ongmals only of partial 
courses/trammg sessions)-3.2 records of individual trammg and education of each at USAF Special Invesn- destroy 25 years after course IS 

- student ~atlons School completed 

3.3 ATC Forms 379 (ongmals of completed courses) (FY at ATC (3785 Fld Tng destroy 30 years after mdividual 
82 and after)	 Grp and Mobil Tng Grps) completes or discontinues a tram-

tng course ~ 
3.4	 Student Record of Trammg (ATC Form 156) (FY 82 at ATC techrucal trammg destroy 2 years after mformanon 

and after) centers IS entered into Pipelme Manage-

f-- ment System (PMS) 
3.5	 rule 3 4 mformation in PMS retain pending approval of dispo-

sinon authontv ~ 
4 COpiesof mdividual traming records	 destroy on graduatton or ehmma-

non of the student from traimna 

4.1	 microform COpiesof ECI student transcnpt records at Extension Course Insn- retain at ECI for 30 years after
 
used to ISSuestudent transcnpts, diplomas, and cernfi- tute (ECI) course IS completed, then de-
cate of completion stroy
~ 

4.2	 records of nonresident students, mcludmg wntmg at Atr Command and destroy 2 years after mmal pro-
assignments, course completton letters, program com- Staff College, AU gram enrollment, or upon gradu-

f-- pletton letters, correspondence from students, etc. anon whtchever IS sooner 
4.3	 at AIr War College AU destroy 3 months after gradua-

non, 6 months after cancellation, 
or when no longer needed, 
whtchever IS laterI--

4.4	 magnettc tapes of nonresident Atr Command and Staff at AU Data Automatton destroy 5 years after mrtial pro-

College student personal data and student progress Center (gram enrollment.
 

4.5	 magnettc tapes of nonresident Atr War College stu- destroy 10 years after uutial pro-
dent personal data and student orQlrress ~am enrollment 

5 records other than in rules 1 through 4 5	 destroy 10 years after mdrvidual 
completes or disconnnues a tram-
tng course. 

6 urut trairung Ancillary Trammg Record for courses related to duty see table 35-1, rule I I
 
program performance, but separate from indrvidual's pnmary
 

AF Snecialtv
 -
6.1	 individual traimng accomphshments in subjects unique destroy 6 months after comple-

to the orgaruzatton and required by MAlCOM/SOA non of tranung, when superseded 
directives or when individual no longer per-

forms the uruque duties; as 
appropriate 

7 physical tram- basic mthtary trammg check sheets and schedules destroy after completton of basic 

r-- tng traimng 

8	 reports pertatmng to supervision of physical trammg destroy after I year
 
and athletic programs, athlettc teams, and actrvtty
 
reports
r--

9 physical fitness test report work sheets and physical destroy after recording mforma-
education attendance records non on General Military Traming 

Record 
10	 physiological see table 161-2
 

trammz
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ITABLE 50-2 CONTINUED 

R A B
 

U
 
L U the records
 
E are or pertain to consistfJIg of
 

11	 (RESERVED) 
12	 mamtenance case history of the trammg and evaluanon of main-

trairung tenance speciahsts
t---
13 

t---
14 mamtenance trammg record or Interconttnental Balhs-

tic Misstle (ICBM) team trammg branch trairung 
worksheett---

15 

t---
16 mamtenance proficiency tests, management tests, and 

phase tests 

-17	 trammg charts 

-18	 mdivrdual proficiency evaluatton record 

-19 

-
20	 trammg requests and trammg completton nottficatton 

records used for control purposes 

21 mamtenance standardlzatton and evaluation program 
records, i.e., personnel evaluation reports, and pomts 

- computation records 

22 

-
22.1 

-23 

-23.1	 trammg VISIbilityrecords, trammg rosters and trammg 
schedules ----	 ICBM mamtenance trammglreqwrements24 records
 
filed in consoltdated tratrung record
 

f--
15	 ICBM production inspector records 

,..---
16 duplicates of records in rules 12 through 25 

xt	 traffic safety background dnvmg experience course/urnt scores,
 
educanon and prepost test data, and personal data
 
dnvmg expert-
ence
 

28	 orr trammg 

C 

which are 

filed in consohdated 
trammg record 

for mdividuals being re-
assumed 

at trammg management 
or trammg control 

at urnt trammg acuvmes 

at trammg management, 
unit trammg acnvmes, or 
work centers 

feeder forms to update 
the mamtenance trammg 
records 

filed in consoltdated 
tramm~ record 

filed m consolidated 
trammg record 

used for points computa-
tton 

duphcate copies roam-
tamed by unit quality 
control 
points computatton sum-
manes 

at quality control 

at bases/stations 

D 

then 

destroy 6 months after mdividual 
terminates rrulrtarv service 

send to gammg orgaruzatton. 

destroy upon completion	 of tram-
mg and when files are no longer 
needed 

send WIth consohdated trammg 
record	 when mdrvidual is re-
assigned (see table 35-1 rule 1) 

destroy when superseded, obso-
lete, no longer needed, or when 
mdrvtdual IS reassigned 

destroy when replaced, obsolete, 
or no longer needed 

destroy when replaced by next 
1equivalent evaluation 

destroy after trammg IS com-
pleted and posted to apphcable 
record 

destroy when replaced by next 
equivalent evaluatton 

destroy when points computatton 
summanes are produced 

destroy 2 years after evaluatton, 
or when no longer needed, 
whichever IS sooner 
destroy after I year 

destroy after 1 year, or when no 
longer needed, whichever IS 

sooner 
destroy when mdrvrdual is 
removed from ICBM mamte-
nance duty 

destroy when superseded, no 
longer needed or when mdrvidual I 
IS reassigned I 
destroy after 1 year, or when no 
longer needed, whichever IS 

sooner 
give to personnel discharged, 1 

I 
separated, assigned to ANG or 
Reserve units, or attach to I 
accident report for personnel I 
ktlled m any type accident : 

send to CBPO upon PCS, to 
gaming activity upon PCA w/o 
PCS, or give to mdrvidual upon 
separatton, retirement, or promo-
tton to E-7, provided not needed 
to record further tratntnK 
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rTABLE 50-2 CONTINUED I 
R A	 B 

U
 
L H the records
 
E are or pertain to consisting of
 

Z9 mihtary apn- forms accumulated by mihtary trairung departments
 
rude rating of officer candidate schools and aviation cadet tram-

ing schools to evaluate leadership potential
 

30	 USAF air USAF ATC certificate requests used to request cer-
traffic control tIficate ISsue, reissue, replacement, or cancellation
 
(ATC)
 

- cernficanon 

31 

-
.R-
33	 USAF ATC certificates cancelled when mdrvidual IS 

reclassified from the ATC career field, IS medically 
disqualified, retires, dies, or ISreleased from the 
USAFlReserve Forces-

34	 USAF ATC certificates Withdrawn 

-35	 assignment/personnel actions or Special orders which 
appoint unit trammg and standardization specialist and 
assistant-.a, master roster of valid ATC certificates 

37 facility trammg guides and mdoctnnation program 
checklists-

38	 records pertinent to the appointment of USAF ATC 
personnel as FAA exammers-39	 records pertammg to the suspension/wrthdrawal of an 
mdrvidual's USAF ATC certificate r--

~ 41	 monthly traimng schedules and tests prepared to eval-
uate the results of scheduled and supplemental train-
mg,....--

42	 apphcanons for FAA airman certificanon and/or rat-

- me: 
43 notificanon of ATC facility classificanon Issued annu-

ally and used to detenrune trammg time hrmts 
recurred for ISSuanceof facility rannzs -

44	 orr trammg record contmuanon sheet pertaining to 
ATC trammg, not recorded elsewhere, for officers 
assigned to ATC duties, and are mamtamed m offi-
cer's trammg folder -

45	 ATC evaluation record kept m officer'S trammg folder 
or as a transitory part of the consolidated training rec-
ord for enlisted personnel, as applicable 

-
(RESERVED) 

47 Special task certificanon and recumng trammg record 
kept m trammz folder 

~ 

-
48	 ATC/weather cernfication and rating record 

49 ECI end of records recordmg the completion of ECI tests and Job 
course testing mventones 
and Job mven-
torv program 

C 

which are 

at requesting acnvines, 
pertammg to certificate 
ISSue,reissue or replace-
ment 
at requesting activities, 
pertammg to certificate 
cancellation 

at HO AFCC 

at ATC funcnon 

J 

at HQ AFCC 

at all other acnvines 

D 

then 

destroy 3 months after graduation 
of Individual class, provided sum-
mary results pertammg to avia-
non cadets are posted to the 
trammz record 

destroy upon receipt of cernfi-
cate 

destroy after I year 

destroy after 3 years 

return to mdrvtdual after certifi-
cate ISmarked •cancelled • 

destroy upon notificauon of with-
drawal by HO AFCC 

destroy when superseded or 
obsolete 

destroy upon termmanon of the 
appointment 

destroy after 4 years (see note I) 

destroy after I year 

destroy I year after being super-
seded. 

give to mdividual upon termi-
nation of ATC dunes 

give to mdrvidual when the facil-
Ity rating or position cernfication 
ISno longer valid, the next 
evaluation ISperformed, a facihty 
ratmg ISIssued, or mdrvidual IS 
no longer m trammg for a facility 
rating (see note 2) 

hold for 2 years, then give to 
individual 

give to mdividual upon perma-
nent termmanon of ATC duties 

destroy after 6 months 
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NOTES 
I Tlus records may be retained In the office of record for 3 years after cutoff 
2 A special evaluation resulting In revocation of a facility rating will be retained until individual IS recertified or reclassificatron IS complete 

Special evaluation of progress for individuals In upgrade training Will be retained until the mdrvidual IS upgraded or reclassification IS completed 

I TABLE 50-3 I 
I AIR FORCE INSTITUTE OF TECHNOLOGY (AFIT) TRAINING RECORDS 

R A B C D 

U 

L H the records are or 
E pertain to consisting of which are then 

1 (RESERVED) 
2 active duty, ANG and indrvidual educational credit transcnpts, cernfi- at HQ AFIT, DIrectorate destroy I year after officer IS 

reserve officers ~tes of completion of correspondence or group of AdmISSIOns dropped from AF rolls 
study course, apphcanons, correspondence, 
COpiesof officer military records, summary 
cards, and similar records relating to eligibility 
for and adnussron to AFIT oroerams 

3 admission records cards and board bnefs; quota fill book and re- at HQ AFIT destroy when no longer 

f-- ports; other related selection records needed 

4 at HQ USAF	 destroy after 10 years or 
when no longer needed, 
whichever IS sooner 

5	 master control (locator) cards used to mamtam control of officers edu- destroy cards when loss 
cards canonal file; record data reference education report shows officer left ser-"It

, 

obtained through AFIT programs	 Vice and received no educa-
non through AFlT, destroy 

'Ii'1'1
I cards If education received I~ 

, 
, '

! 
recorded on hsnng, destroy 
hsnnz after 50 ~ars 

6 college transcnpts and educational credit transcnpts, and other related at HQ AFIT, Registration destroy after 50 years 
case files of AFIT Rest- records required for retention by college and Drvision, DIrectorate of 
dent Degree Granting Pro- umversity accrediting orgamzanons Admissions 
grams and AFIT CIVil 
Engineering School (con-'Ii 

1'. ' tmumg education pro-n;	 : gram). ,
1 I 7 reports and statisncal data registration, enrollment, statistical reports, destroy when superseded, re 
, of AFIT Resident Degree course data, research studies, graduation poll- vised, or obsolete ., 

Grannnz Programs	 cies, faculty board nroceedmzs 

8	 airman education and com- mdivrdual case files of requests for evaluanon, at HQ AFIT, Directorate files of selected airmen sent 
missiomng (AECP) apph- educational credit transcripts, certIficates of of Admissions, until selec- to Civilian Institutions Direc 
cations completion of correspondence or group study non torate for school placement 

courses, apphcanons, correspondence, medical Flies returned after school 
reports, and other related records pertammg to completion and airman com-
eligibility for and admission to AFlT program missioned (see rule 2) f--

9 at HQ AFIT, Directorate send to airman's base educa-
of AdmISSIOnsuntil non- non services officer 
selection 

10 roster roster of educational background of officers at HQ AFlT, Directorate destroy when superseded, re 

L 

i of AdmISSIOns Vised or obsolete 

11 catalogs old and new CIVilian college and umversity destroy when no longer 
catalozs needed.1 

: I 12 Commumty College of the transcripts, grades, course evaluations and at mdrvidual AFIT schools destroy 5 years after comple 
AIr Force records	 course completion records pertammg to registrar's section non of course 

accepted transfer courses as outlined by the 
Commumty College of the AIr Force (mcludmg 
AFIT short course records) 
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rTABLE SD-4 I 
r:TRAINlNG MATERIALS 

R A B	 C D 

U
 
L U the records are or
 
E pertain to consisting of which are then
 

-I	 cumculum matenals record sets of specialty trammg standards, course for current courses, except destroy when superseded or
 
used in formal trammg trammg standards, course syllabi, plans of mstruc- those covered by rules 2 revised (note I)
 
courses non, course charts, and comparable gwdehnes and 2 I
 

f---
-2 for substantially revised retire as permanent (notes I
 

and disconnnued courses and 2)
 

- at the AIr War College
 

-2.1	 for substantially revised destroy after 10 years (note
 
and discontmued courses, I)
 
except those covered by
 
rule 2
 -3	 record sets of trammg plans, technical traming destroy when revised, obso-

wntmg production plans, evaluation plans, and lete, or on discontmuance of 
mstrucnonal materials, including lesson plans. the related course. 
texts. films. charts. recordmgs, student study 
guides, student workbooks, student texts. pro-
grammed mstructional matenal (tests. tapes. film 
stnps, slides, scripts, for hve presentations, etc ). 
test matenals, miscellaneous handouts (WIring 
diagrams, tables, data, etc) and comparable data 
for current or discontmued courses 

3.1 periodic cumculum	 penodic cumculum histones prepared by the ongmal copies held In pre- destroy after 5 years or when 
histones	 directorates, departments. or dIVISIonsof the Pro- paring office until dispo- no longer needed. wluchever 

fessional Mihtarv Education Resident nrozrams srnon ISsooner 
4 extension course ma- record sets of extension course directives and at HQ AU destroy when revised, obso-

tenals Resident School Text. WIth related background lete, or on discontinuance of 
matenal the related course-

4.1	 record sets of extension course matenals produced at MAlCOMS and subor- destroy 18 months after ECI 
In support of the extension course program for dmate units course deacnvauon date 
ECI. mcludmg career development courses 
(CDCs) and other nonresident courses. and sup-
porting correspondence and background matenalI--

4.2	 cumculum changes and related records used to hold 20 years In ECI. then
 
activate. suspend. or deactivate entire courses or destroy
 
mdividual course volumes, to announce temporary
 
suspension to courses or mdrvidual course vol-
umes, and to Issue special mstrucnons concernmg
 
any significant change or changes in the ECI cur-
nculum when a course ISdeactivated
 l--

4.3	 historical data, course status, volume status. exarm-
nation status, volume review exercise data cards
 
for extension courses and career development
 
courses used to furmsh a complete record of every
 
course. supplement. CRE. CEo and VRE pro-
cessed by ECI
 I--

4.4	 course status reports used to show the status of
 
active and programmed courses ID the cumculum
 

5 Job qualification stand- record sets of JQSs destroy when revised, obso-
ards (JQSs) lete, or on discontinuance of 

the related course 

6 manuscnpts or proofs	 drafts of proposed or revised pubhcanons, texts, or destroy when printed
 
other traimng matenals, printers galley or page matenal IS received and
 
proofs. and other working or control data used m determmed accurate. or
 
creanng, prepanng, and publishing trammg ma- retam for future use If cam-
tenals era readv
 

7 nonrecord sets of nonrecord copies of matenal, Identified m rules I for current trarmng pro- destroy when superseded, re-

- trauung matenals through 5, used In traimng programs grams VIsed or obsolete 

1 
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ITABLE 5(H CONTINUED 

R A B C D
 

U
 

L If the records are or
 
E pertain to consisting of which are then
 

8 for discontmued trammg destroy current matenal after 
orozrams 2 years 

9 tnurung aids activity ongmal drawmgs of class room or laboratory the final photograph, destroy when obsolete or no 
case files	 equipment, demonstration models, building plans, drawmg, and summary longer needed
 

and laboratory equipment installauons, traming report of approved tram-
apphcancns, photographs, list of pnnts and draw- mg aids
 

mgs, bill of matenals, devices, parts list, engineer-
mg and techrucal information operations and
 
maintenance manual
-

10	 sent WIth the related destroy 6 months after equip-

equipment when It IS ment IS dropped from equip-

transferred to redrstri- ment authonzation mventory
 
button and marketmg for data (EAID) records
 
salvage or other final
 
disposal action
 r--

11 duplicate files of drawmgs of laboratory or class destroy when equipment IS 

room equipment, demonstration models, building transferred to redistribunon 
plans, and laboratory equipment and marketing, or on discon-

tinuance of the course, which-
ever ISsooner -

12	 requests for training aids, work orders authonzmg destroy after 3 years, or when
 
production, data on matenal, labor, production no longer needed, whichever
 
tune and completion dates ISsooner
 

13	 mobile trauung MTS mventones, movement and location records, at the aerospace equipment destroy when superseded or
 
set/eqwpment files tramer specifications, proposal/trammg change and techrucal services sec- obsolete.
 
(MTS) logs, CEMO machine hsnngs, and correspondence non, department of field
 

pertammg to MTS, equipment status, and equip- trammg 

f-- ment change 

14	 on discontmuance of a destroy I year after final dIS-

MTS or portions thereof nosmon of related equipment
 

15	 trammg systems correspondence, EDP products, and research at MAlCOMs and below destroy when superseded, ob-
research and develop- reports from mtemal and other sources relatmg to solete. or no longer needed,
 
ment matenals development, operation and evaluation of trIl1DIDg wlnchever IS sooner.
 

systems 

NOTES'
 
*1 Not applicable to records of the Au Force Academy or of the Joint Mihtary Colleges
 
2. Offer to the Nanonal Archives in 5-year blocks when latest record IS 25 years old 

51. Flying Training. This table covers records relating to general pohcies and procedures governing techniques, pro-
cedures, and personal qualifications involved in flying training, including navigation and crew trammg. 

ITABLE 51-1 I 
I FLYING TRAINING RECORDS 

R A B C D 
U 

L If the records are or 
E pertain to consisting of which are then 

1	 tactics, techniques, mdividual student and aircrew records, including not regular Ilymg rec- destroy 3 months after comple-
and doctnnes mstruc- vanous type aircraft on winch a student IS ords required by AFR non of training phase, provided
 
tIon checked, statements of Ilymg expenence; recogm- 60-1 flying time data are posted on
 

non testmg forms, cockpit (bhndfold) check lists, individual trammg and flight 
sequence records, transition trammg proficiency records (EXCEPTION 
reports, flight reports, flIght record work sheets AFROTC forms and related 
and card files on Ilymg time, check outs, records papers are destroyed after 2 
of IUrSICkness,progress check sheets, phase and years ) 
accomphshment charts, ratmg scales, grade sheets 
for standardrzanon fhght checks, mstruction check 
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rTABLE 51-1 CONTINUED I 
R A B C D 

U 
L H the records are or 
E pertain to consisting of which are then 

sheets, assignment sheets, requests for trainmg 
fbghts and assignment of aircraft, exammanons, 

f---
and questionnaires 

1.1 ATC undergraduate destroy I year after completion 
pilot (UPT) navigator of all UPT, UNT, NBT, and 
(UNT)-bombardler EWOT, provided data are 
(NBT) and electronic posted on mdrvrdual trammg and 
warfare officer trammg fbght records 

f---
1.2 logs and charts 

(EWOT) records 

destroy after completion of 
t 

1:r 
UNT NBT or EWOT ,I'

" 
2 trammg aids usage records refiectmg mdividual progress and time 

completed in a Link trainer; Link trainer-
destroy 3 months after com pie-
non of training phase, provided 

,I 

.'. 
schedules; transinon checkouts, requests for assign- required flying Ume IS posted on 
ment to trammg, instrument progress records; individual fbght records. 
extended fbght records for IDStrument trammg, 
instrument questionnaires, operational certificates 
for blmd flying, schedules; activity reports mission 
sheets, transition fiyrng certificates, instrument 
mstrucnon sheets; and instrument tramer charts 
(track fiown by student), not records of mdrvidual 
altitude chamber fhzhts 

3 synthetic tramer time see table 66-2 rule 4. 
4 fbght instructors rec- fiymg trainmg reports and records of fiymg destroy after 6 months (EXCEP-

ords instructors, mcludmg instrucnon logs, airplane TION within ATC, destroy 6 
assignment sheets, flymg schedules, consolidated months after the IP IS placed on 
grade records and reports, flying trammg reports, unrestncted IP orders). 
traimng status check sheets, student dispatch 
sheets, instructor's nme sheets for student require-
ments, recapitulation forms, and student ratio re-
parts 

5 aircrew mstrucnon fiymg traimng records pertammg to Simulated destroy after I year, or on dis-
records combat operations, bnefing, and interroganon, contmuance of acnvrty, wluch-

mcluding combmed trammg reports (record of ever IS sooner 
mterception between bombers and fighters), crew 
flytng trammg mstrucnons, crew status, combat 
crew progress, combat training mission reports, 
mission survey sheets, check sheets for recording 
time and grades, phase check score sheets, and 
bnefing_forms 

6 aircrew quahfication ceruficates showmg that an aircrew member has give forms pertammg to previ-
certificates demonstrated satisfactory performance and knowl- ously assigned aircraft to mdi-

edge of procedures, techmques, equipment, and di- Vidual concerned, or mamtam as 
recnves wluch would assure safe and successful directed by the MAlCOM, 
accomphshment of luslher fiyrng duties m the when an individual's aircraft 
assigned aircraft assignment IS chan~ed 

7 radar and bomb scor- at office of origin destroy 6 months after obsolete 
mg Simulator fre- or superseded. 

~ quency bands 

8 at other than office of destroy when superseded, obso-
on~ lete or no lo~er needed 

9 Reserve fhzht tramma see table ~3 

10 fiymg traming reports reports of aircraft accidents (m trammg), reports destroy after 1 year, or on dis-
on transition trammg, formation, navigation, time contmuance of activity, wluch-
lost, reports of entenng classes and graduation ever IS sooner 
classes 
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f' ITABLE 51-1 CONTINUED
I R A B 

U 
L If the records are or 
E pertain to consisting of 

11	 completed answer pilot's wntten instrument exammanon, and pilot's, 
sheets and answer navigator's, and aircraft observer's wntten pro-
cards ficiency exammanons 

12	 tnunIng progress ATC Forms 240 (flymg trammg) 

53. Schools. These tables cover records pertaining to applications 
personnel through advanced trainmg. 

TABLE 53-1. USAF ACADEMY (USAFA) RECORDS-RESERVED. 

ITABLE 53-1 I
IAPPLICATIONS FOR EDUCATIONAL PROGRAMS 

R A	 B'~'Iji 
I ' UI: .. r 

L	 If the records are or -'I'1;- J E	 pertain to consisting of1'1 i 
"1 
~ I 1	 applications for officer records reflectmg ehgibthty, SUitability, physical ,~I 

I~, ~	 trammg school (OTS), and mental quahficanons, status of apphcanon, 
airmen educatl.on and selection, nonselecnon, interview board results, 
commissioning pro- acceptance, dechnanon or disquahficanon, and 
gram (AECP), fiyrng related records reflecting actions taken by exam-
trammg IDlDgand selecnng actrvity 

I--
1 

f----
exammanon answer sheets~ 

4	 routme control cards, AFIT Form 0-22, records 
reflectmg dechnatton or ehmmation from school or 
OTS 

5	 report of physical apn- forms used by exammmg center to transmit results 
tude exam (P AE) test- of the PAE for USAF A applicants 

-mil: 

ITABLE 53-3 I 
ICOMMUNITY COLLEGE OF TIlE AIR FORCE RECORDS 

R A	 B 

U
 
L If the records are or
 
E pertain to consisting of
 

1 descnptton of courses	 course charts, plans of mstrucnon, and SImilar 
records of courses conducted by AF and other 
military service schools 

1	 student enrollment m COpiesof exammanon reports and traming certifi-
CCAF associate degree cates 
programs-

3	 registration apphcation forms, official transcripts, 
and correspondence 

-

C	 D 

which are	 then 

at admmistermg agency	 destroy after successfully com-
pleted wntten and fhght exams-
nations scores have been entered 
m aircrew qualification record, 
and record certified 

destroy 10 years after individual 
completes or disconnnues a 
traming course 

and nominations for professional education of A-

C	 D 

which are	 then 

for qualtfied applicants destroy after I year 
who enter tranung 

for applicants who failed destroy after 6 months 
to comnlete nrocessm~ 

destroy after I year 
destroy after 3 years 

at examirung centers	 destroy after admissions cycle 
(I July) 

C	 D 

which are	 then 

destroy 4 years after course 
has been mactrvated or super-
seded 

destroy after data has been 
entered on degree program 

I nrozress report 
for students who have destroy 4 months after stu-
retired or separated from dent retires or separates 
active duty and who have 
not joined the ANG or 
Active Reserve 

I. 

http:educatl.on
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ITABLE 53-3 CONTINUED I 
R A B C D 
U 
L If the records are or 
E pertain to consisting of which are then 

3.1	 for students who have not destroy 3 years after latest
 
communicated with CCAF commumcanon from the stu-
for 3 years dent~ 

3.1	 for students who have destroy I calendar year after
 
completed program re- graduation (see note)
 
cuirements
 

4	 accreditanon of AF self-study reports, reports subrrutted to accredrting destroy after 50 years
 
schools or courses associations, correspondence to and from accredit-

ing assoc:atton officials and related records
 

5 LRESERVEDl
 
6 articulation agree- formal agreements or other memoranda of under- destroy after I year, or when
 

ments standings With civihan msntunons for recogmtion superseded, whtchever IS
 

of CCAF students and graduates later
 
7 degree program completed degree program progress report and destroy after 50 years
 

relevant ~proV\ng records
 

NOTE If student registers in another program, transfer transcnpts to that program. 

55. Operations. These tables cover records pertairung to administranon and Implementation of the AF atomic pro-
gram, strategic, tactical, and special reconnaissance operations; programs for allocation of aircraft. missiles, and ftymg 
hours, electromc warfare programs; use of AF installations by other than United States Department of Defense air-
craft; secunty of USAF operations. 

ITABLE 55-I I 
IUSE OF AIR FORCE INSTALLATIONS BY NON-DOD AIRCRAFT 

R A B C D 

U 
L If the records are or 
E pertain to consisting of which are then 

1 approved requests CIVtlaircraft landing pemuts and related correspondence	 destroy 6 months after the
 
expiranon date, or when
 
superseded
r--

2 hold-harmless agreements and related correspondence	 destroy 2 years after date of
 
termmanon (see rule 4)
 -

3 certificates of Insurance and related correspondence	 destroy 2 years after expira-
non of insurance date (see
 
rule 4)
 r--

4	 records discussed in rules 2 and 3 required for renewal destroy when no longer
 
purposes, and/or insurance claims resulting from an needed
 
accident or violatron of AFR 55-20
 

5 disapproved requests corres~J1dence and related data destroy after 6 months
 

6 foreign government correspondence and related disposmon actions approved
 
requests bv AF/CVAI
 

7 fees and char~es see table 177-10
 

ITABLE 55-2 I 
IAIRCRAFT ASSIGNMENT UTILIZATION AND AVIATION FUEL RECORDS 

R A B C D 

U 

L If the records are or 
E pertain to consistmg of which are then 

1 aircraft distribution and records relatmg to operational support of flight at operations Bight man- destroy when superseded, ob-
assignment control management and aircraft allocattons agement solete, or no longer needed 
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ITABLE S5-2 CONTINUED 

R A B C D
 

U
 
L If the records are or
 
E pertain to consistIng of which are then
 

2	 aircraft or recording of requests and jusnficancns for additional aircraft, destroy 1 year after final
 
aircraft approved/disapproved action
~ 

3 requests for utilization code changes	 destroy 1 year after end of
 
utilization requirements for
 
disapproval of request
 

4 staff configured aircraft reports destroy when superseded or 
obsolete 

S aircraft/missile alloca- schedules of current and (rmonth projected tacn-
nons cal aircraft/missile allocations 

aircraft 1I11SSI0nhistory reports of aircraft utilization	 at MAJCOMs destroy after 2 years~ 
7	 at prepanng and mterme- destroy after 1 year
 

diate acnviues
 

8	 purchase of aviation USAF mvoices covenng purchases from domestic destroy after 2 years I 
Ifuel and oil commercial firms, government acnvines other than IAF	 or foreign government sources 1 

I)	 local engmeenng and preflight reports, schedules for engmeermg, and destroy after 1 year ! 
operations records per- records relative to aircraft In operation I 
tammz to discrepancies 

10	 weight and balance see table 66-5
 
data
 

NOTE See table 67-1 for disposmon of supply management records. 

ITABLE S5-3 I 
IAIR SURVEILLANCE RECORDS 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

1 control logs data on routine dally surveillance operations	 at aircraft control and destroy 1 year after close of 
warrung (ACW) uruts and the calendar year In which 
airborne early warning and last entry was made 

/-	 -; control (AEW&C) uruts 

data on AEW&C aircraft on active air defense destroy after 3 months. 
1I11SS10ns 

recorders logs, telling sequence and interception destroy after 2 months
 
action records, and comparable forms which sup-
lement such records
 

4 destroy after 1 month
 

ITABLE S5-4 I 
ITRAINING REPORTS SPECIAL EXERCISE AND MANEUVER PLANS RECORDS 

R ABC D
 

U
 

L If the records are or
 
E pertain to consisting of which are then
 

1 tactical evaluations	 reports and other data used In evaluating a urut's at MAlCOMs and below destroy after next evaluation 
capabilities as demonstrated dunng a training exer- IS accomplished, or on 
cise conducted In either live or synthetic environ- change of weapon system, 
ment whichever ISsooner 

2 
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I TABLE 55-4 CONTINUED I 
R A B C D 
U 

L H the records are or 
E pertain to consisting of which are then 

3 systems training status recumng reports accomplished m compliance with destroy after 1 year 
a System Trammg Program (STPl 

4 trammg aids maps or charts mdicanng name and location of destroy when trammg aid IS 
uruts having a controlled trammg aid, descnpnon removed from control 
of the aid, etc, including requests for use, approv-
al or disapproval, shipping authority, and sluppmg 
mstructions 

5 special exercise and Journals, logs, messages, punched cards, film stnps, destroy when no longer 
maneuver plans and tapes used to record or report exercise play or needed 

,...-- nernnent portions for evaluations 

6 operations and deployment plans and orders, re- at MAlCOMs and below destroy 3 years after exercise 
lated records prescnbmg the trainmg of personnel, has been completed, or when 
testmg of equipment or both, used In planrung for declared obsolete, wluchever 
and parncipanng m command post exercises or IS sooner 
similar urulateral tomt maneuvers 

7 continental test records plans, orders, and supportmg background matenal 
created by AF activmes participating in joint test-

- mg 

8 final reports of tests retire as oermanent 
9 (RESERVED) 

10 oversea test records plans, orders, and final reports created for and m send one copy of each record 
the name of Jomt Task Force to the Joint Task Force for 

permanent retention 

11 plans, orders, and reference COpiesof matenal Identified in rules 2 destroy when no longer 
reports through 10 needed 

I TABLE 55-5 

I SEMIAUTOMATIC GROUND ENVIRONMENT (SAGE)IBACKUP INTERCEPT CONTROL <BUICl SYSTEM RECORDS 

R A B C D 
U 
L H the records are 
E or pertain to consisting of which are then 

1 adaptation data	 techrucal papers, studies, reports, and related engi- at MAJCOMs and destroy when superseded, obso-
neenng or operational data, including geographical below lete, or no longer needed 
features, weapons and missile charactenstics, equip-
ment capabilities and other pertment data 

:2 computer program-	 data created mcident to designmg, planrung, con- at MAJCOMs, major destroy when no longer needed 
mmg records	 structmg, andlor operating phases of SAGEIBUIC subordmate commands 

and the computer program (new content), With re- and BUIC program-
lated equipment changes (retrofits), etc mma facilitiesr-

3	 master file of program card decks major subordmate com- destroy replaced or superseded 
mands and below	 program card decks 60 days 

after the succeedmg program IS 
declared successful and opera-
nonalr-

4	 active card decks reftectmg air surveillance, weather, destroy 30 days after data he-
weapons status or other local vanables comes obsolete r-
(RESERVED)r-L 

6	 program wnte ups, vanous EAM card decks, related destroy obsolete card-loaded and 
electroruc tapes contaming mstrucnons designed to tape-loaded program card decks 
control the operation of the SAGEIBUIC computer With related e1ectroruc tapes and 
accordinz to oredetermmed reourrements IprOlzramwnte ups after 30 days 

f--
7	 standby file of obsolete card-loaded program decks destroy after 30 days 

andlor partial program decks'---
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ITABLE 55-5 CONTINUED 

R 
U 

L 

E 

8 

A 

If the records 
or pertain to 

are 

~ 
9 

r--
10 

11 techrucal 
matenals 

library 

I, 
" 

12 

'"--
13 

techrucal 
memoranda 
als) 

(manu-

r--
14 

'"--
15 

B C 

consisting of which are 

duty rosters, EAM cards, and consolidated rosters 
detailing mdividuals for computer operation and/or 
mamtenance duties 

coordinators' notebooks contamtng entnes mvolvmg 
morutonng and control of program card decks, wnt-
ln~ ta~Jlug-m units and related molUlllIl matena! 
computer use monthly plannmg schedules forecasting 
avarlabihty of SAGEIBUIC computers, letters, mes-
sages, and smnlar media reflecnng the planned opera-
nonal state of alerts; electronic changes; synthetic 
exercises, and other reqwrements affecting computer 
usage 

master copy of all program card decks, 7Om.mfilms, mamtamed by the con-
computer magnetic tapes, maps, scripts, aids and other tractor until contract IS 
matenals used in the production of and/or produced 
to accomphsh the reqwred tasks 

techrucal manuals, published system notes, etc. that 
descnbe system design, operations and lumts 

manuals, notes and gwdes that descnbe system data 
and data charactenstics 

NOTE. Offer to the National Arcluves m January 1986 

ITABLE 55-6 I 
IOPERATIONAL REPORTS 

R A 

U 

L If the records are 
E or pertain to 

1 combat operations 

~ 
1.1 

-
2 

3 analyses 

-


AND ANALYSES (see	 note 1)
 

B
 

consisting of 

accounts and reports descnbmg combat action, 
objecnves, accomphshments, results, loss of per-
sonnel, equipment, matenal, aircraft, and related 
data 

memoranda, reports, drawmgs, charts, graphs, 
statisncs, and other reference and source matenals 
incident to analyses and study of AF operational 
acnvities, problems of air warfare, equipment, 
weapons and weapon systems, tactics, strategy, 
orgamzation, or any other field of responsibthty 

concluded and/or ter-
mmated, and turned 
over to the AF for dIS-
positron 

records sets at SAGE 
and BUIC program-
mmg facilities 

copies at higher HQs, 
MAJCOMs and subor-
dmate umts 

at SAGE and BUIC 
prozrammma facilities 

at higher HQs, 
MAJCOMs and subor-
dmateunits 

C 

which are 

as a result of actual combat, 10-
cated at ongmator, MAJCOMs 
and major subordmate commands 

as a result of actual combat, 10-
cated at any agency other than 

the ongmator, MAJCOMs or 
maior subordinate commands 

as a result of peacetIme opera-
nons or exercises performed to 
Simulate, test, evaluate or support 
emergency war orders and alhed 
acnvmes 

record copies 

D 

then 

destroy after 6 months or on 
mactrvanon of the SIte, which-
ever IS sooner 
destroy after 2 years 

destroy 6 months after imple-
mentation or when declared 
obsolete, wluchever ISsooner. 

dispose of according to the 
applicable niles relating to the 
specific records. 

retire as permanent (see note) 

destroy when rescinded, super-
seded or no longer needed 

destroy after 5 years 

destroy when rescinded, super-
seded or no longer needed ~ 

•! 

D 

then 

retire as permanent (see 
notes 2 and 3). 

I 
destroy after 1 year ! 

j 

1
destroy when no longer I 

!
needed. 

1 
! 
! 

retire as permanent (see 
notes 2 and 3) 
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ITABLE 55-6. CONTINUED 

R 

U 

L 

E 

A 

If the records 
or pertain to 

are 

3.1 

4 some boom data 

5 

*6 aircraft maintenance 

NOTES· 

B 

eousisting of 

data bank records, schedules, comparable forms, 
and related a rs 

logs 

sigmficant histcncal data (AFrO Form 95) and 
related records of aircraft lost in combat and air-

crew status IS unknown 

C 

which are 

reference COpies 

at HQ USAF and MAJCOMs 

at MAlCOMs and operational 
units 

D 

then 

destroy when no longer 
needed 

destroy after 30 months 

destroy after I year 

retain pendmg disposmon 
approval (see note 4) 

1. See table 80-5 for disposition of operational test and evaluation (OT&E) records 
2. Offer to the National Archives m 5-year blocks when latest record IS 25 years old 
3 Microfilmed COpiesof special mtelhgence records at HQ ESC shall be offered to the National Archives when 50 years old 
*4 These aircraft mamtenance records, normally disposed of In table 66--3, are considered as operational records until the plane's aircrew status IS 

resolved 

I TABLE 55-7 I 
IOPERATIONS SECURITY 

R A 

U 
L If the records are or 
E pertain to 

1 OPSEC survey reports 

-
2 

3 OPSEC data base 

r--L OPSEC status report 
5 

~ 
6 

NOTE Offer to the National 

ITABLE 55-8 I 
ISPACE DEFENSE 

R A 
U 

L If the records are or 
E pertain to 

1 orbital element card 

(OPSEC> I 
B 

consisting of 

reports of surveys listmg findings and recommen-
dations/correcnve actions taken 

functional profiles and related data
 

semiannual status reports
 

C 

which are 

at MAlCOM OPSEC 
OPRs 

below MAJCOMs 

at MAlCOM OPSEC 
OPRs 

at HQ USAFIXO 

at MAlCOMs OPSEC 
OPR -
COpiesretained by pre-
paring acnvmes 

Arcluves m S-year blocks when latest record IS 25 years old. 

B C 

consisting of which are 

data used for updating the satellite histcrical at HQ SPACECOM 
data base 

1--1----------+------------------1-------------1 
space object idennfi- radar or photometnc amplitude data recordings of Special Interest (most repre-

D 

then 

destroy after 5 years, or I 
year after next survey of same 
acnvitv, whichever IS sooner 
destroy I year after all action 
has been completed or when 
no longer needed, whichever 
IS sooner 

retire as permanent (see note) 
destroy after 3 years 

destroy after I year or when
 
no longer needed, whichever
 
IS sooner
 

D 

then 

retire as permanent 1 year 
after object decay (EXCEP-
TION .. if microfilmed, see 

note). 

cation (SOl) ~se::!n~ta~t~lv:::.:e:::..:::o.!..f.!:!tru~e~~~ea~t~u~res~--_I~----------~ 
of routine mterest destroy after I month, or 

when no longer needed, 
whichever IS later 

2 
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~~ 
! ITABLES~ CO~D 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

4	 diginzed and transcnbed on destroy when no longer 
cards needed-, S discnmmanon mformanon transrrutted by SOl 

I' canable sensors 
! :- -

6 SOl parameter data (includes pattern recogm- reports generated or received at destroy after the data has 
non data) a centralized locanon been entered mto the data 

base 
I 

-
7 reports generated or received at destroy after 1 month, or 

a tracking SIte when no longer needed, 
whichever ISlater -

8	 a summary of SOl analyses m a destroy when superseded or 
I satellite numbered seouence when no loneer needed 'I -

9 time sequenced logs of significant operational	 at 1st Aerospace Control Squad- destroy 1 year after last entry ,,	 I , events	 ron and trackmg Sites in the loa I 
Ii' -

10	 computer pnntouts of satellite track data, IIlIS- destroy when superseded or !\1'	 sion planning logs, records of message trans- when no longer needed 
I' .	 imtssions .JlO.JiltlonaichecklIs~ etc. 
.. :II'I- 11 optical surveillance Baker-Nunn camera films and optical sensor of special mterest destroy when no longer 
"	 ' data	 passage records, winch mcludes such data as needed 

camera settings, times of observation, atmo-
sphene conditions, and field reductions ~ 

U	 of other than seecial mterest destroy after 3 months. 
13	 trackmg and Impact tracking and Impact predication record, final reure as permanent on macti-

prediction (TIP) decay message, computer pnntouts of satellite vanon of the unit (see note) 
data positional data to mclude SPiral decay vectors, 

final element set and related data of specialized 
mterest (most valuable data) 

14 space defense logs data on dally operations	 at Space Defense System units destroy 6 months after last 
or command and control acnv- entry m log 
mes 

15 mISSIlewarnmg logs	 at HQ NORAD/ ADCOM/ hold for the life of the missile 
SPACECOM warnm~system then destroy 

16 tactical operations data on daily operations at Tactical WarnIng! Attack destroy I year after last entry 
room acnvity log Assessment and Space Surveil- m log or when no longer 

lance Umts needed whichever IS later 

NOTE When orbital	 element record ISconverted to rrucrofilm: 
a. Destroy ongmal record	 1 year after It has been ascertained that the rrucrofilm COpieshave been prepared m accordance With GSA regulano: 

(Implemented	 by APR 12-40 within AIr Force) and are adequate substitutes;
 
b Retire rrucrofilm camera negative copy and a positive pnnt as permanent,
 
c. Destroy rrucrofilm reference copy 1 year after object decay. 

I TABLE S5-9 I
 
1407L/412L SYSTEMS RECORDS
 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

1 computer program program/version Instones and program/ equip-	 at T ACS Support DIVISion, destroy 5 years after system 
data ment change records	 mcident to the operation of the discontmuance, or when no 

407L System and the SPATS longer needed, wlnchever IS 

activity incident to the operation later 
of the 412L System '--

2	 magnetic tapes, computer pnntouts, and destroy when no longer 
punched cards needed 
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rTABLE 55-10 I 
r FLIGHT INSPECIION RECORDS 

R A B C D 
U
 

L If the records
 
E are or pertain to consisting of which are then
 

Hight inspection	 reports of original commissionmg; other reports at the mspected acnvity destroy 3 months after a commis-
records	 pertinent to facihty modification; reports contain- (fught facilities); at orgaru- Stoned facility IS decommissroned 

mg restncnons, data sheets; and related documen- zations reporting directly (EXCEPTION: destroy data sheets 
tanon to HQ AFCC, and at the when superseded or Obsolete) (see 

MAlCOM actrvity requir- note 1) 
ing the facihry 

1 

~ 
2 other reports and related records not covered by destroy after 2 years, or 3 months 

rule 1 after decommissioned facility, which-

>-- ever IS sooner (see note 2). 
3 reports at HQ AFCC	 destroy when superseded or
 

obsolete
r--
4 all reports. data sheets. and related records at the facility checking	 destroy after 2 years or 3 months 

acnvtty	 after decommissionmg of a COtnm1S-
Stoned facility, wluchever IS sooner 
(EXCEPTION destroy reports of 
ongma1 comanssionmg, other reports 
pertinent to facility moduicanon, and 
reports containmg restrictions winch 
have not been removed 3 months 
after the facility IS decomnnssioned, 
and destroy data sheets when super-
seded or obsolete:) (see note 2J I--

5	 at all acuvmes not covered destroy after 1 year
 
in rules I 2 3 or 4 above
 f--

6 OSCillographrecordmgs made dunng commission- destroy 3 months after a COtnm1S-
mg mspections, resultmg from modification of a stoned facility IS decomnussioned 
facility, and related to reports contammg restnc- (note 3). 
nons 

:--
7 recordmgs not covered by rule 6 destroy 1 year after completion of 

related tests and evaluations. or 3 
months after a commissioaed facility 
ISdecommissioned, wInchever IS 

soonerf--
*8 checklists, reports of finding, and records pertain- destroy after 3 months, or after 

mg to periodic inspecnon of airfield facilities discrepancies are corrected. which-
ever IS later (note 4) 

NOTES
 
1 Refile and dispose of reports contaimng restncnons under rule 2 after the restncnons are removed.
 
2 Documentation Will be retained by the accumulating office of record for the total retention penod
 
3 Refile and dispose of oscillograph recordmgs related to reports contammg restncuons under rule 7 after the restncuons are removed.
 
*4 File copy of airfield facility inspecnon checklist If applicable m mishap reporting records (fable 127-2) If mishap/accrdent occurs before
 
airfield facility discrepancy IS corrected.
 

I TABLE 55-11 I 
I *AIRCREW LIFE SUPPORT PROGRAM 

R A B C D 
U 

L If the records are 
E or pertain to consisting of which are then 

*1	 arrcrew life sup- inspecnon records at aircrew life support destroy after form IS filled m and
 
port and cherrn- functions next periodic inspection IS annotated
 
cal defense on a new form. on turn-in of equip-

equipment ment, or when superseded. obsolete
 

and new replacement form IS avau-
able~ 
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ITABLES~11 CO~D 

R A B C D 

U 
L If the records are 
E or pertain to consisting of which are then 

mdividual custod~receIDts	 destroy on turn-in of eoumment 2-
-3	 operational directives, lesson plans, trammg destroy when superseded or obso-

records, trammg aids, and maintenance mstruc- lete
 
nons
 

I TABLE S~12 I 
ICOMMAND AND CONTROL I 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

1	 aircrew management forms and related records pertammg to arnval and depar- at command posts, destroy after 2 months
 
and aircraft ground ture bnefings, alerting and billeting mformation and other operations centers,
 
handling actions pertinent data, mcludmg data for reconstruction of 8lfltft control ele-

actions sequence after termmanon of rmssion, and airlift ments
 
movement messages
 

2 1DlSS10nfollowmg fold- forms and related records which record arnval/departure at command posts
 
ers tunes, DUSSlonnumbers, complete missron inneranes, air-

craft delay mformanon and other pertment data
 

3 controller cernficanon wntten record of personnel certified to perform duty m destroy upon reassignment,
 
record the command post .	 retirement or decertificatron
 

of personnel for which
 
record was created
 

4	 controller training rec- controller recurnng testmg and controller formal trammg destroy after I year 
ords	 

,,'.. 
5 events log record of aircraft arnval/departure and monitor key per- destroy after 3 months
 

sonnel VIPs and SlllIl1ficantevents
 

6 notices to airmen NOT AMs and NOT AM summanes relating to establish- master COpiesat destroy 15 days after
 
(NOTAMs) ment, condmon, or change m any aeronautical facrhty, central NOTAM NOTAM (message) expires
 

- service, procedure or hazard facihtv Excennon see rule 8
 

7 other than master destroy when mformation I.S 

COpies	 superseded by another 
NOT AM or by later sum-
manes or I.S otherwise ter-
mmated.-

8	 related to aircraft destroy after 6 months, or
 
accidents/incidents, upon completion of mvestiga-
operational hazards, non, whichever I.S later
 
and/or alleged VIO-
lations (see tables
 
127-2 and 127-4)
-

9 DD Form 2349, NOT AM Control Log	 destroy 15 days after expira-
non or cancellation of
 
recorded NOT AMs
 -10 AF Form 421 Incoming NOT AM Regtster	 destroy after 7 davs 
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ITABLE 55-13 I 
I) -"1ELD FLIGHT LINE VEIDCLE AUTHORIZATION r-= 

A B C D
 

U
 

L H the records are or
 
E pertain to consistiDg of which are then
 

1	 vehicle flight lme au- correspondence and forms used for authonzmg at issuing authonty destroy when superseded, ob-
thonzanon	 other than special use vehicles (fire trucks, am- solete, or no longer needed 

bulances, yellow mamtenance vehicles, etc.) for 
operation on the fllRht lme 

f---
2 rezrstrauon idenuficanon label on vehicles 

ITABLE 55-14 I 
I AIRDROP INSPECTION RECORDSIMALFUNCTION AND ACTIVITY REPORTS 

R A B C D 

U 

L H the records are or 
E pertain to consistiDg of which are then 

*1 airdrop mspecuons jomt airdrop mspection record (platforms, LAPES not part of the records of destroy after I month
 
and containers) an accident/mcrdent mves-

tlgatlon
 

airdrop actrvrty report- joint monthly airdrop summary report destroy after I year. 

*2 102 

airdrop malfunction airdrop malfunction report, monthly airdrop sum- part of the records of an destroy WIth the records to 

,*3 mvesnganons mary report, jomt airdrop mspecuon record (plat- accrdent/mcident invesn- which they pertain (see table 
forms LAPES and containers) 28tlon 127-2 rule 3) 

! TABLE 55-15 

; RAn-'R BOMB SCORING (RBS)RECORDS 

'R A B	 C D:U 
L H the records are or
 
E pertain to consistiDg of which are then
 

1	 radar bomb sconng textual records pertauung to planrung, estabhsh- at OPRs destroy 10 years after macn-
(RBS) ground directed ment, development, and operation of vanon of site 
bombmg (GOB), and RBS/GOBIECM Sites 
electroruc countermeas-

- ures (ECM) Sites
 

2 at MAlCOMs, NAFs, and destroy on mactrvatron of site
 
momtonns offices or when no lonzer needed
 

3 low level trammg textual records associated WIth the planrung, estab- at OPRs destroy 10 years after closure 
routes hshment, Impact, operation, Justification and of route 

related data-
4	 at MAlCOMs, NAFs, and destroy on closure of route or 

momtormz offices 'when no longer needed. 
5	 ohve branch (cruising basic data on route, descnpnon, evaluation poten- destroy when no longer
 

altitude) route analvsis nal and results of low level evaluation needed
 

6 RBS acnvtty records	 forms, memoranda, reports, plotting papers, com- at MAlCOMs and below destroy after 3 months or
 
municanon logs, RBS data creation records (pnnt- when no longer needed,
 
outs), abort reports and operational logs whichever ISsooner
 -

7	 related to RBS scored ac- destroy after I year or after 
trvity	 applicable urut's subsequent 

evaluation, whichever IS 

sooner 

.s. ECM acnvrty data creation records {pnntout$l at MAJCOMs and below destrQY after 6 months
 

9 Special ECM activity records (pnntouts) destroy after 3 months or
 
when no longer needed,
 
whichever IS sooner
-

LJ	 brush graphs, printer tapes, and plotting papers destroy after venficatron 
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ITABLE 55-15 CONTINUED 

R A B C D 

U 

L If the records are or -E pertain to consisting of whic:hare then 

11 record unrehable activity send to apphcable umt for 
venfication 

I: ,, , 
U RBS target data target mserts and target overlays at MAlCOMs and below destroy when superseded 

no longer needed 
or 

I' 13 RBS analyses/summa- results of RBS scored evaluations, air-to-ground at OPRs destroy when no longer 
, I ries missile (AGM), bombing and ECM trammg acnv- needed 
, r 
, : t--

14 

mes conducted agamst RBS sites 

at other orgamzations destroy after I year 
15 recorded voice tapes air-to-ground commumcanons between aircrew at RBS Sites erase after 60 days 

I,
I 

and RBS Sites oersonnel 

I' 
!I~, 

,,' 
ITABLE 55-16 I 
IAIRSPACE MANAGEMENT I 

R A B C D 

U 
L If the records are or 

I 
. 

1 
I 

E pertain to consisting of whic:hare then 

.. 1 1 operanonal/adrmmstra- letters, messages, correspondence, memorandums, at HQ USAF, MAlCOMs destroy when superseded, ob-
nve airspace manage- and forms goverrung operanonal/admuustranve and foreign national opera- solete, or no longer needed 
ment m domestic/for- directions and guidance effecting both demesne tronal staff' offices 
eizn environments and foreign airspace usage 

2 airspace fhght routes data pertammg to mternanonal and domestic fhght at preparing, controllmg, 
and fhght areas route/track systems. aenal refueling routes, tracks, or morutonng agencies 

and areas; and special mrhtary/crvtl Iow altitude 
trammg routes. VISual fhght condmon routes, and 
all weather low altitude routes 

3 airspace workmg proj-
ects 

correspondence and data on special IFRlVFR 
mihtary/civil operations, supersoruc flights mid-err 
collision avoidence, wake turbulence cntena, and 
fliJZhtrecord attemnts 

I,
I 

I 
4 airspace management 

agreements 
correspondence records, rules. reports between US 
government offices, foreign nations, mihtary ser-
VIces, lateral commands, and subordmate agencies 
pertammg to relations, negonanons, amendments, 
agreements, and mmutes of meetings relative air-

at preparing agencies destroy 2 years after super-
session/obsolescence or when 
no longer needed. whichever 
ISsooner 

I 
I 
I 
I 
I 

I 
I snace use I 

5 special use arrspace correspondence and data pertammg to airspace 
warrung/danger/restncted areas, mrhtary opera-

at preparing, con troll mg. 
or morutonng agencies I

I 

nons areas (MOAs), domestic or mternational 
trol areas Special use areas 

con- i 
I 
i 

6 reserved airspace correspondence/datalbooklets relative operational I 
i 

mission airspace reservations, 
nons 

and altitude reserva- I 

56. Signal Security. These tables cover records pertaining to policies, procedures, and operational doctnne fo 
overall direction and planning for Communications Security (COMSEC) material, cryptologic equipment, am 
TEMPEST. 
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I TABLE 56-1 

COMMUNICATIONS SECURITY (COMSEC) SYSTEMS AND ACCOUNTABILITY RECORDS 

R A B C D
,

U 
L If the records 
E are or pertain to 

1 matenal accountmg 
records 

2 

2.1 

*2.2 

3 

3.1 

4 

5 accounts mspecnon 
records 

5.1 

6 Visitor Register 
*7 incident (compro-

mise) files 

8 

9 

10 physical and cryp-
tographic Violation 
log 

11 

*12 COMSEC codes 
and authentication 
case files 

consisting of 

field and AF Cryptologic support Center 
(AFCSC) vouchered COMSEC accounting report, 
related records and correspondence, AFCSC 
COMSEC vault and USAF COR records consist-
mg of stansncal data for stat books; holder, ship-
pmg, allocations and stock files, related records, 
and work orders 

daily or shift mventones 

local destruction reports of accountability legend 
code 3, 4, and 5 that ISclassified (CONFIDEN-
TIAL or above) or ISmarked CRYPTO 

record of custodians 

transfer reports, work orders, and related records 
for Items on loanedlborrowed status 

COpiesof records covered m rule 1 

command Inspection reports and related records 

semiannual self-Inspections 

AF Form 1109 

reports of comprormses, mvolvmg personnel. cryp-
tologics and physical msecunnes of COMSEC 
matenal as required by AFR 56-12 

log used to record reported COMSEC msecurtnes 

log or consolidated hstmg of COMSEC msecun-
ties 

background matenal from initial request to final 
disposition of the COMSEC system 

which are 

at AFCSC 

at holder accounts and 
COMSEC Account 616600 

at holder accounts 

at AFCSC 

at momtonng headquarters 

at holder accounts 

at AFCSC 

at MAlCOM and monitor-
mg intermediate headquar-
ters 

at Cited umts 

at AFCSC 

at all other actrvrties 

at AFCSC 

then 

destroy after 3 years 

destroy as descnbed m certif-
reate of accounnnz clearance 

destroy 6 months after 
monthlv cutoff 
destroy 2 years after date of 
matenal destruction 

destroy 1 year after assump-
non bv a new custodian 

destroy 3 years after 
loanedlborrowed transaction 
IStermmated 

destroy when superseded, 
obsolete. or no longer needed. 
destroy on receipt of a 
succeeding report, or on mac-
uvanon of the facihty, which-
ever IS sooner 
destroy after MAlCOM 
annual inspection ISper-
formed 

destrqy after Ixear 
destroy 3 years after year m 
which mcident file ISclosed 

destroy after mcrdent file IS 
closed. provided physical and 
cryptographic log ISmain-
tamed (see rule 11). When 
log ISnot maintained. destroy 
closed mcident file after 2 

Ivears 

destroy I year after year in 
which mordent ISclosed 

destroy 3 years after year m 
wluch log ISclosed out. 

destroy after 2 years 

hold until the system IS 
deleted from the COMSEC 
inventory, then retire to ESC 
Special Intelligence Central 
Repository and destroy 25 

Iyears thereafter 
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ITABLE 56-1 CONTINUED 

R A B C D
 
U
 
L If the records
 
E are or pertain to consisting of which are then
 

*13 protected distnbu- letters, message requests, approvals, and drawmgs destroy 90 days after deacnva-
non system (PDS) pertammg to PDS systems for passmg unencrypt- non of PDS 

ed classified mformanon 

*14	 Automatic Secure correspondence, electncal messages. approvals, destroy on deactivation of cir-
VOice Commuruca- and related Justoncal data on certification of cwt or when no longer 
nons (AUTO- AUTOSEVOCOM termmals needed, whichever IS sooner 
SEVOCOM) termi-
nals 

*15	 COMSEC hlstoncal master file of background data on COMSEC at AFCSC destroy 3 years after final de-
records (aids and matenal m AF Inventory strucnon of COMSEC Item. 
eoumment) 

*16	 COMSEC/TEMP- assigned AIr Force COMSEC/TEMPEST short retire to ESC Special Intelh-
EST master register titles	 gence Central Repository on 

macnvanon of urut and de-
strov when no 100l1:erneeded - -*.7	 background comrnurucanon destroy after 5 years or when 
superseded, obsolete. no 
longer needed. whichever IS 
sooner 

*18	 release of COM- release approvals for access to COMSEC equip- at AFCSC destroy 2 years after COM-
SEC equrpmentz' ment matenal by DOD contractors SEC account IS deactivated
 
matenal to DOD
 
contractors/COM-
SEC accounts
 I---

*19 at all other AF agenctes destroy upon termination of 
contract or when no longer 
needed whichever IS sooner 

*20 certification records certification of mandatory modifications to equip- at AFCC uruts and provided destroy upon receipt of a 
ment to the COMSEC account succeedmg certification letter 

for filln2 or macnvauon of the account I---
*21 certification of COMSEC account readmess action at AFCC uruts and used to destroy after 18 months 

(CARA) trammg exercise record quarterly reqwred 
tramingI---

*22 certification of review of operating instructions destroy after 1 year 
and CARAs ~ 

*23	 approval of adrmmstratrve telephone Within a at AFCC uruts and retained destroy on inacnvanon or
 
secure area, coordmanon of CARAs, and higher by the COMSEC account when superseded
 
headquarters coordinanon of matenal to be
 
retained m the event precautionary destruction IS
 
unplemented
 

*24	 COMSEC crypto- destroy after 1 year
 
zranhrc regtS!er
 

NOTE. HQ ESC IS the office of record for records of longtime retention Records app~sed as permanent will be offered to The Natter 
Archives when sensitivity and classification no longer prevent their use for purposes of histoncal and other research 

ITABLE 56-2 I 
ITEMPEST POLICY PLANNING AND ENGINEERING TECHNICAL AND ANALYSIS RECORDS 

R ABC D 
U 
L If the records 
E are or pertain to consisting of which are then 

1 AF TEMPEST pro- data refiectmg the policy, plannmg, and test. results at AF Cryptologic Support retire to ESC Special Intel-
gram records of AF TEMPEST program efforts Center (AFCSC) ligence Central Repository 

when obsolete Destroy 10 
ears after retirement 

I

! 
I 
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I TABLE 56-2 CONTINUED I 
R A B C D
 
U
 
L U the records
 
E are or pertain to consisting of which are then
 

2 at all other acnvines	 destroy when no longer
 
needed
 

3	 engmeermg tech- data reflecting TEMPEST engineering guidance at AFCSC destroy when equipment ISno 
meal and analysis on eqwpment/system when a formal test 15 not longer m AF inventory or 
records reqwred when no longer needed for 

TEMPEST purposes, which-
ever IS soonerI---

4 at all other acnvines destroy when no longer 
needed 

5 testing project rec- folders contammg pretest site surveys, pretest at AFCSC and TEMPEST hold until 3 years after final 
ords coordmancn letters. test plans. and supplemental testing orgamzations test report has been published 

test data Folders are destroyed on a 
monthly_basis 

6 test reports reports contammg data reflecting on the final at AFCSC TEMPEST destroy hard copy when suit-
results of a TEMPEST test, prepared by CIVU Techrucal Reference Library able microform copy has been 
agencies under contract. Federal agencies. other prepared. hold as permanent 
military services, and AFCSC microform copy in AFCSC 

TEMPEST Techrucal Refer-

I---	 ence Librarv (see note) 
7 at all other AF actrvrnes	 destroy when eqwpment IS no 

longer mstalled or has been 
retested 

8 analysts aids	 program magnetic tapes. photographs, dISCS.VlSI- at AFCSC and TEMPEST destroy when no longer
 
corder displays, and other data and records reflec- testing organizations needed.
 
tmz analvsts procedures
 

9	 evaluation of case files by project number or subject at TEMPEST testing organ- hold 3 years after final test
 
TEMPEST testing izanons report has been published,
 
equipment, tech- then destroy on a monthly
 
moues basIS
 

10 RED/BLACK m- correspondence and records pertammg to NAC- destroy 1 year after all dis-
specnons SIM 5203 mspecnons crepancies have been cor-

rected
 

11 TEMPEST educa- records. slides, movie films. pamphlets. and other destroy when obsolete.
 
tlon related educational matenal
 

12 TEMPEST reports reports prepared and submitted	 destroy 1 year after submis-
sion of next reoort
 

NOTE ESC has been designated the office of record for records of longtime retention value Records appraised as permanent Will be offered to 

National Archives when sensitrvity and classification no longer prevent their use for purposes of histoncal and other research 

57. Operational Requirements. These tables cover records relative to computing requirements for unit equipping, and 
for materiel support of operational or projected force structure, establishment of qualitative operational requirements 
for new equipment, modernizanon and replacement of equipment, including aircraft, target drones, missiles, and sets 
of missile squadron equipment. 

ITABLE 57-1 I 
IOPERATIONAL REQUIREMENTS I 

R A B c D
 

U
 

L	 U the records 

E	 are or pertain to consisting of which are then 

1	 programming USAF programmmg documents. revision, deletion at programming offices destroy 3 years after close of the 

notices in support of budget FY covered by the buying	 pro-
(operating) program gram 
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ITABLE 57-1. CONTINUED 

R A B C D , 

U 

L If the records-
E are or pertain to consisting of which are then 

2 requirements ADP system reqwrements computation pnntout, factor destroy after 2 years (8 quarterly 

computation printout, consohdated assets and requirements apphcation cycles) 
number past program, Item past program, apphcation 

number future program, Item future program, Central 

Secondary Item Stranfication (CSIS) detail, Central 

f--
Secondary Item Stratification summanes 

3 worksheets, buy notice, buy/budget projection, transfer destroy 2 years after close of the 

of pnme, excess nonce, management summanes, zero FY covered by the buying pro-

I--
demand hstmg, Item code change notice gram 

4 format SO, Item management data file, format 400 senes 

Requirements Inventory AnalYSIS Report pnntouts 

f--
(assets/usage data), index of actions, format 300 senes 

5 
I--

executive management summary reports destroy after 2 years 

6 reclamation Items list, index of actions, and contingency destroy after 6 months 

- retention Item hsnngs 

7 reject error hsts (format SO/format 100 changes), additive 

- requirements reject hst 

8 special coded Items, management control notice, data 

f--
level notice, long supply offered to ISSP 

9 quality control worksheets, apphcation of assets to war- mamtained by all destroy after I year 

time requirements, and unpacnng requirements/usage/on requirement compu-

f--
orders tanon monitors 

10 Identity cross reference, part number cross reference, destroy on receipt of new prod-

apphcation number past actual program data for review, ucts 

application number future program data for review, file 

maintenance worksheet, system Item data for review, sys-

tem apphcanon data, zero repairable generation reports 

I--
and wartime management data 

11 file maintenance and exception hstmgs, mterrogation 

reply, mterrogation by apphcation 

12 Item history file recoverable type Items (expendable repairable and ex-

pendable Items valued at $100 or more repairable at 
destroy 

phased 

2 years after Item IS 

out of Military Assist- I 
! 

orgamzanonal and intermediate levels) ance Program and AF inventory 

(send Item folder to appropriate 

i 
I 
I 

i 
Item manager when Item IS I , 
moved to a higher or lower ! 
category, or a new Item manager I 

f--
(see note). 

13 nonrecoverable type Items (economic order quantity 

(EOQ) expendable nonrepairable and expendable valued 

at less than $100 repairable at orgamzational and mter-

'--
mediate level) 
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I	 ITABLE 57-1 CONTINUED
 

R A B C D
 
U
 
L If the records
 

E are or pertain to coasisting of wblch are then
 

14 worksheets suspense and control records and reports	 at coordmatmg, opera- destroy when no longer needed
 
nonal, and supportmg
 
acnvines
 

NOTE Destroy other record senes relating to the Item history file according to other appropnate tables and rules in this regulation 
EXAMPLES Due in requirement report (table 67-2) and transacnon register (table 67-9) 

I TABLE 57-2
 

SYSTEMS AND EQUIPMENT MODIFICATION PROPOSAL RECORDS
 

R A B C D
 

U
 
L If the records are or
 
E pertain to consisting of whicb are then
 

1 class I, III, and IV modification proposals and contractors engmeermg	 file as background matenal to 
modificanons	 change proposa1s concernmg procedures to repair, the directive; If It results ill 

mamtam, or moderruze AF Items of equipment revised directive, dispose of 
adopted for AF /MAP use I per table 5-1'---

2 at MAJCOMs	 destroy 6 months after ISSU-

ance of the implemennng
 

Time Compliance Techmcal
 
Order (TCTO)
~ 

3	 recommended for AF destroy after 2 years
 
adOPtion but not adopted
~ 
rejected by the AF destroy after 6 months ~ 

5	 mformauon or reference destroy when no longer
 
comes needed
-

6 suspense copies	 destroy under rules I, 2, 3, or
 
4, as applicable, after final
 
decision has been made
 

7 class II modifications	 Justification and descnpnons, drawings, sketches, when the modification IS
 

bluepnnts, stress analysis, hst of matenals, parts removed from the aerospace
 
and components, defined power requirements, such vehicle or equipment, remove
 

as pneudrauhcs, electncal, subsystem companbil- the modification record file
 

ity, power load analysis, etc., mstrucnons pertain- from the Jacket file and de-
mg to operation, mspecnon, maintenance, and stroy after 2 years; destroy
 

servicing other copies on completion of
 
prOiect
 

8 class V modificanons approved modificanon requirement records, when modification IS com-
amendments and revisions thereto, cost and feast- plete, hold for I year, destroy
 
bihtv data and related correspondence after 3 additional years
 

9 contractor proposals withdrawn by the con- destroy after 2 years
 
tractor
 

I ITABLE 57-3 

I INDMDUAL MODIFICATION RECORDS 

R A B C D 
U
 

L If the records are or
 
E pertain to consISting of whicb are then
 

1 class V modificanon master copy of modification requirements, amend- at HQ USAF OPR	 hold ill active file for I year 
authonzation files ments, revisrons, and/or cancellation notices	 after completion of the last 

unit of the program, retire as 

permanent 
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ITABLE 57-3 CONTINUED 

R A B C D 

U 
L If the records are or 
E pertam to consisting of which are then 

, 
2 modification case files histortcal background data, cost and schedules at the modification project 

studies. management plans. modification evalua- office dunng the hfe of 
non documents, message and correspondence. the modification (from 
ROCs. SEAORs. RADs. relatmg to the ongmal proposal until the 

r---
2_1 

modification 

reference COpies of Rule I 

last unit IS completed) 

at mtermediate momtormg destroy when modification IS 

offices converted into a technical 
order. or when no longer 
needed whichever IS sooner 

3 list of modifications master COpies prepared for pubhcation by HQ hold 10 active files for 2 years. 

f---
USAF retire as permanent 

4 other COpies held by recipients destroy when superseded by 
later Issue 

5 modification studies for master COpies. With changes or amendments hold for 3 years after com-
cost, schedules. feast- plenon of the last unit, retire 
bihty, management, as permanent 
mtegranon, testing or 
implementation of a 

r--- modification 

6 other COpies held by recipients hold and/or destroy as dicta-
ted by the file of which they 
are a part 

7 class IB modification requests for retention of recommendations and at HQ USAF project hold 10 active file as long as 
distnbunon authonty approval authonzation office or mtermediate the modification IS retamed 10 

offices the unit modified, hold for I 
I year retire as permanent 

60. Flying. These tables cover records pertaming to regulations for air traffic control, basic clearance and general 
flight regulations, flight clearance, military aircraft identification and security control, operational flight restrictions at 
bases, pilot and flight crew information file, instrument certification, flying proficiency, ratmgs, loggmg of flying time, 
investigation of flight violations; and use of parachutes. 

ITABLE~l I 
AIR TRAFFIC CONTROL (ATC) RECORDS 

R A B C D 
U 

L If the records 

E are or pertain to consisting of which are then 

1 operational data	 operations and-position logs, daily report of con- destroy (or erase) after 3 months 
trollers, approach control arrival/departure stnps (see rules IS. 16, 17 and note). 
and other A TC mformauon recorded as outlined 
10 APR 60-5 

1 tape. WIfe or disc recordings hold for IS days per APR 60-5 

- isee rules IS 16 17 and notet 
J note pads and Ihght progress strips for recording destroy after 3 months (EXCEP-

weather mformatlon	 TION· destroy when information 
IS entered 10 operations log or IS re-
ceived by telautograph, teletype or 
other weather dissemmauon sys-
tern) 

"' administration letters of agreement and operations letters at prepanng acnvities destroy I year after superseded or 

- rescmded 

at momtonng or reviewing destroy when superseded or re-

- activities scmded 

5 
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ITABLE, R 
U 

L 

60-1 CONTINUED 

A 

If the records 

I 
B C D 

E are or pertain to consisting of which are then 

5.1 facihty memoranda at prepanng or monitor- destroy 6 months after superseded 
mg acn vines or rescmded, or when no longer 

needed whichever IS sooner 

6 A TC analysis unit reports and related correspondence at other than HQ USAF destroy on receipt of succeedmg 

program and HQ AFCC report, or when reported action 

---- Items 
later 

are completed, whichever IS 

7 at HQ USAF and HQ destroy after 3 years or when no 
AFCC longer needed, whichever IS 

:..--- sooner 

~ (RESERVED) 

r-L- (RESERVED) 

10 analysis summary reports destroy after 2 years or when no 

longer needed, whichever IS 

f---- sooner 

10.1 analysis checkbsts destroy when related report IS pre-
~ared 

11 A TC operations monthly aircraft/aircrew operational status reports at HQ AFCC destroy after 3 years 

and aircraft/air- contammg data on aircraft status and unhzanon by 

crew status re- type, mission, and flying hours expended, data on 

ports aircrew authonzed/assrgned and qualifications; and 

r--- smnlar mformanon 

12 A TC operations reports contaimng traffic count at HQ AFCC destroy after 1 year or when no 

data and dally aircraft status longer needed, whichever IS 

f---- sooner 

,....ll:L reports In rules II and 12 at all other activities 

~ ATC quarterly summary report at MAJCOMs and below destroy after 4~ears 

14 at HQ USAF destroy after 3 years 

-IS data that relates at Unit level destroy after 6 months. 
to hazardous air 
traffic reports 

(see also tables 

r--- 127-1, 127-2) 

-16 at numbered AIr destroy after 3 years 

f---- Force/Drvisron level 

17 at HO AFCC destroy after 5 years 

18 

thru (RESERVED) 
23 

24 mmutes of meet- minutes of A TC board meetings and related cor- destroy after 2 years 

ings respondence, which are a Special collection main-
tamed m addmon to, but not duplicative of the 

board/committee case files m tables 25-3 

15 operational eval- mdivrdual reports and related papers, NOT AM destroy after I year 
uanons systems, PIlot to Forecaster Service flight evalua-

nons, Air Traffic Service facthty momtor reports, 

I--- mission records and other pertinent data 

r-1L (RESERVED) 

27 evaluation worksheet destroy after related report IS pre-
I oaredr---

28 tape recordmgs	 destroy data after 3 months or 
when no longer needed, whichever 
IS sooner 

-NOTE 

AFCC area/Independent region may extend this retention time for overseas Units to a maximum of 30 days where normal mall delays preclude the 

proper processing of OHR and incident reports 
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ITABLE 60-2 

I CIVIL AVIATION AND	 MILITARY FLIGHT PLAN RECORDS 

R A - B C D
 

U
 
L If the records are
 

E or pertain to consisting of which are then
 

-I	 International Civil records of national policy on subjects mtroduced as at HQ USAF/xOXXI retire as permanent (see note
 
AVIation Orgarnza- the US posiuon m the ICAO. agenda of meetings, 3)
 
non (ICAO) and status reports. lists of mternanonal agreements.
 
Interagency Group indexes of publications. standards and recommended
 

on International practices for civil aviation operations. and Special
 
AVIation (IGIA) project files
 

records and related
 

papers
f--
-2 extra or reference COpies or records reqwrmg no destroy after 6 months 

action	 or comments 

3 flight plans	 documents required for all Ibghts m AF aircraft, such destroy when no longer 
as mihtary and mtemanonal fhght plans With required needed or after I month. 
attachments. weather bnefings; pilot Ibght plan and whichever IS sooner (see note 
log. or command-approved substitute. With any plan 2) 
changes. related correspondence; and. as appropriate, 
COpies of FAA flight plans. ICAO Ibght plans (FlIP 

Plannmg III). or USAFE flight plan. and Weight and 
Balance Clearance Form F (see note I)

f--
4 related to aircraft involved destroy 1 year after accident 

in an accident mvesnzanon IS completed 

NOTES
 
1 See table 66-5 for disposinon of weight and balance data.
 
2. At Lajes Field, Azores. destroy the DD Form 1801. DOD International Flight Plan, after 3 months. 
-3 Offer to National Archives m 5-year blocks when latest record IS 25 years old 

ITABLE 60-3 I 
IFLIGHT OPERATIONS 

R A B	 C D I u 
L If the records are 

E or pertain to consisting of which are then I 
I 

1 termmal mstrument records of approach and departure procedures, at Defense Mappmg Agen- see table 96-3 I 
procedures (TERPs) mcludmg charts, maps, sketches. photographs. cy Aerospace Center i 

drawings, and related data, established by com- I 

r--- manders having junsdrcnon over airports 
I

! 
2 at all other acuvmes	 destroy 3 months after re- I 

scmded or suoerseded 

3	 (RESERVED) 

4	 changes to aircrew forms and correspondence recommending changes m OPR record set see table 5-1.
 
standardization to the manual. command supplements. and routme
 
manual changes to TOs mcluded m the flight manual pro-

gramf---
5 approved changes at IDI- destroy after mclusion m pub-

uatma acnvtnes hshed directivesr---
6	 disapproved changes at iru- destroy 1 year after notifica-

tlatln~ acnvities non of dlsaJWroval.
 f---
6.1	 approved/d1S8pproved destroy after 1 year
 

changes at momtonng
 
acnvities
 

7 notices to airmen see table 55-12
 
thru (NOTAMs)
 
9.1 
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ITABLE 60-3 CONTINUED I 
R A B 

U 

L If the records are 

E or pertain to consisting of 

10 aircraft arnvals and flight logs (In/out bound) master clock error and 

departures rate records, and similar forms relating to transient 
or local aircraft flights 

-
11 airbase runway traffic reports of landings and 

takeoffs 

12 airborne launch con- status and flight logs used to record sigrnficant 
trol system events occumng during alert tours or flights 

13 
thru (RESERVED) 
16 

17 commander's opera- records of telephone conversations, messages, 
nonal reporting sys- letter reports, and supporting data 

tern BEELINE re-
DOrts 

18 (RESERVED) 

19 electronic warfare missron logs that support management require-
systems ments 

~ 
20 mission logs that do not support management 

r-- requirements 

20.1 mission logs that record mission performance 

~ 
20.2 traimng accomphshment/rehabihty summanes and 

analysis records used to support management re-
qurrernents 

21 aenal gunnery actrv- forms that record gunnery training, mcludmg 

tty accomplishments, also support management re-

~ cuirements 

21.1 forms that score/record T-l trainer mission per-
formance and support management requirements 

~ 
21.2	 rmssion plannmg/acnvity reports and fught eval-

uators' sconng records that record training and 
support management requirements 

22 operational support	 letters, messages, reports, or mission folders re-
airlift	 fleeting requested. nonsupported and supported 

airlift requirements, and messages and letters ex-
changed between uruts and commanders to report 
status progress and history of missions 

23 . (RESERVED) 
Z4 navigator's log forms and comparable records used for mamte-

nance of navrzanon nroficiencvt--
a r~ort of the navizanon mission~ 26	 forms and comparable records required for invesn-
~atlve. purnoses to reconstruct fhaht 

C 

which are 

used to provide identifica-
non of aircraft by tad 

numbers and type, base 
last departed, destination, 
actual time of arnvaV 
departure, fuel reserve, 
and sumlar data 

at MAJCOMs/SOAs, pre-
paring and mtermediate 

activities 

D 

then 

destroy after 1 year 

destroy after 2 years 

destroy after I year or when 
no longer needed, whichever 
IS sooner 

destroy after 1 year 

destroy 30 days after end of 
FY in wluch missron was per-
formed 

destroy 30 days after trauung 
[period in wluch accomphshed 

destroy 10 days after month m 
winch accomnhshed 

destroy 6 months after com-
plenon of trammg penod. 

destroy 12 months after	 train-
mg penod m which accom-
lJWshed 

destroy 90 days after trammg 

penod m which accomplished 

or when no longer needed to 
support management require-
me~ wluchever IS later 

destroy 30 days after month in 

which accomplished or when 

no longer needed, whichever 
IS sooner 

destroy after I month or upon 
completion of analysis and in-

corporation into a statistical 
data base 

destroy after 90 days 

destroy With the investigative 
files to which they nertam 
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ITABLE ~3 CONTINUED 

R A 

U 
H the records are 

E or pertain to 

27 navigatton work 
forms 

28 

thru flight check reports 
30 

31	 radar target plates 

32	 radar photo-scored 
bomb runs 

33	 flight authonzauons 

34	 urut standardiza-
non/ eva!uation 

-
35 

-
36 

-37 

38	 I11gbtcrew mfor-
matron file (FCIF) 

38.1	 aircrew publications 
. control 

I--
38.2 

39	 aircraft fught data 

NOTES 

8 

consisting of 

standardized forms of general use 

base plate charts and radar prediction negatives, 
target plates and pertinent history forms. for com-
bat sorties. radar bomb-sconng sites, or other areas 
as required 

reports used to list photo interpreter proficiency m 
sconng bomb impact points from radarscope pho-
toaranbv 

record copy of each authonzanon published, 
under AFR 60-1, with background matenal such 
as requests, amendment, etc., mcludmg Justification 
when required on SPeCIalauthonzanons 

reports reftectmg findings given ftymg urnts and 
those nonftymg uruts directly mvolved m aircrew 

trammg 

informanonal background matenal collected dur-
mz an evaluation 

correspondence and forms dissemmatmg mfor-
manon to aircrew members 

forms Pubhcanons Control Record on each 81r-
crew member; Receipt for Standardizanon 
Publications 

Control Log 

recordings of m-flight operatmg data removed 
from aircraft 

C 

which are 

at evaluatmg or approving 
actlVltles 

at evaluated and morn-
tonng activities 

at acnvines other than 

rules 34 and 35 

at ftymg uruts 

at uruts of assignment/ 
attachment 

D 

then 

destroy after data IS entered 
on the navigator's log or 
when form IS superseded by 
form contammg updated call-
branons. 

see table 55-10 

destroy when obsolete. 

destroy after 90 days 

destroy I year after pubhca-
bon 

destroy after 2 years. 

destroy	 I year after complete 
action has been taken 

destroy when no longer 
needed. 
destroy on completion of 
ana1~SIS. 

destroy 6 months after super-
seded or rescmded 

destroy when aircrew member 
IS upgraded, transferred or 
separated, or when form IS 

superseded, obsolete, worn 
out and replaced, or when no 
longer needed, wluchever IS 

anelrcable 

destroy when all entnes are 
cleared 

destroy upon receipt of next 
completed tape (see note). 

a. NOTAMs that relate to aircraft accrdents/mcidents, operational hazards, and/or alleged violanons will be destroyed after 6 months, or upo-
completion of mvesngation See also tables 127-2 and 1274 

b For retention requirements on data that relates to aircraft acctdents/mctdents, operational hazards, and/or alleged vtolanons, see also tabl 
60-1, rules IS, 16, 17, and tables 127-2 and 127-4 

ITABLE~ I 
IMISSILE SYSTEM RECORDS I 
R A 8 C D 
U 
L H the records are or
 
E pertain to consisting of which are then
 

1 readmess checks check lists and related logs	 destroy after I year or when 
missile IS removed from mven-
to whichever IS sooner 
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ITABLE 6G-4 CONTINUED	 I 
R A B C D 
U 
L If the records are or 
E pertaIn to eonsistfng of which are then 

2 service records control logs for readmess checks, maintenance, and SImI- destroy after finng or final 
lar data disposal of related rmssile 

3 ICBM code/targeting Unit Master Records (UMR), Venfy Word/CMSC/ destroy when superseded or 
system	 Launch SWItch Key Venficatton; Command Data Buffer no longer needed 

(COB) targeting materials, and SAC fonns code com-
oonent hand recemt and ALCS code matenal receipt-

3_1 form records not covered 10 rule 3	 destroy 6 months after 
monthly cutoff r--

3.2	 SAC form records cernficauon/decernfication and code destroy l year after mdrvidual 
handler trammg has been decertified 

4	 rmssile alert duty or- ongmal copies of alert requirements destroy after 6 months 
dersI--

S duphcate COpiesof alert requirements destroy on completion of duty 
tour 

6 missile crew log completed crew log destroy after I year or when 
no longer needed, wluchever 
IS later 

ITABLE 6O-S 

I INDIVIDUAL FLIGlIT AND AIRCREW EVALUATION RECORDS 

R A B C D 

U 

L If the records are 
E or pertain to consisting of which are then 

1 Flight Evaluatton current fiymg qua1tficattons of mdivrduals, include AF on separation from service, release to mdi-
Folders (FEFs) Form 942, Record of Evaluation; AF Form 8, Cer- VIdual concerned 

tificate of Atrcrew Qualification, and related attach-

f-- ments, and tItght instrument evaluattons for pilots 

2 on mtercommand transfer, release 
MAJCOM attachments and Fltght Evalua-
tton Folders to mdrviduals concerned or 

f-- mamtam as directed bv MAlCOM 

3 on mtercommand transfer, forward all 
records other than rule 2 to mdividual's 

r-- next duty_ass~ent 
4 on mdrvidual reported as deceased, forward 

for inclusion in mdividual's personal effects, 
AFR !4~ governs disposition of personal 

f-- effects 

S on mdtvtdual reported as missing m acnon, 
captured or interred, forward to AFISC/ 

- ADF 

6 on mdrvtdual excused from flying duties, 

lie - rules I through 5 as aoohcable 

7 on mdtvtduals disquahfied from flying 

f-- duttes release to mdividual after 3 years 

,...L tIt»t management comouter oroducts destrov when no loneer needed 

9 fiyml/:oay control records destro~ after I year 
10 fltght data records AFrO Forms 781 senes, wluch are source documents destroy I year after monthly cutoff 

- repornnz aircraft tItmt data 

11 mtcroform refiectmg detail cards and detail correctton destroy after 40 years 

- cards received durmz each 6-month period 

12 punched cards and related worksheets which report destroy after 3 months 
~mlZ accomoltshments 
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ITABLE 60-5. CONTINUED 

R A B C D 

U 
L If the records are 
E or pertain to consisting of which are then 

13	 certificates of air- AF Forms 8 that relate to mdividuals not 10 a dIS- destroy all except 2 most recent years (see 

crew quahficanon uahfied or excused status note) 

14	 AF Forms 8 that relate to disquahfied or excused mdi-
viduals 

15	 approval of contrac- contractor crew member flight and crew member destroy when no longer needed 

tor operating proce- qualification record, and related records 

dures and fhght 
crews 

16	 reports of pilots 

17 punched cards and related worksheets	 destroy after 3 months or when no longer 
needed wluchever IS sooner 

NOTE See table 51-I, rule 6 for disposmon of COpies used 10 fty10g trammg 

64. Search and Rescue. These tables cover records pertaining to the operations of aircraft and marine equipment 
used m search and rescue operations, including survival traming, aircraft emergency procedures over water, and sur-
vival use of parachutes. 

ITABLE 64-1 

*SEARCH AND RESCUE (SAR1MISSION RECORDS 

R A B C D 

U 
L If the records are 

E or pertain to coDBisting of which are then 

*1 closed or suspended narrative reports and message reports of openmg, at Rescue Cocrdmauon retain pending approval of 
missions supplemental, reopening, and closed or suspended Center (RCC) for combat disposinon authonty (see 

rmssions, with related correspondence, pertammg area missions note). 

f--- to combat and noncombat area missrons 

*1.1 at RCC for closed non- destroy 7 years after mission 

combat area missions other IS closed (see note). I 
- than rule 13 I 

*1.2 at RCC for suspended 
noncombat area missrons 

hold 10 office for 7 years after 
IIllSSIOD IS suspended, then 

I 
I 
I 

- other than rule I 3 destroy (see note) 

*1.3 at RCC for noncombat retain pending approval of ! 
missions of other than rou- disposmon authonty 

tine nature, such as those 
of national interest or Wide 
media coverage wluch 

- mayhave histortcal lDl~act 

*2 at operating units for destroy 2 years after rmssion 

- closed missions IS closed (see notel 

*3 at operating units for destroy 7 years after mission 

~ suspended missions IS suspended (see note) 

*3.1 at other units destroy after I year 

*4 monthly mission sum- form reports and related records other than those destroy after 5 years (see 

~ mary reports 10 rule 4 I note). 

*4.1 form reports and related records 10 combat areas retain pendmg approval of 

~ disposmon authonty 

5 form reports mvolvmg AF aircraft accidents see table 127-2. 

*6 operations logs log books of all mission acnvines except rule 6 I at RCC and operanng retain pending approval of 

I--- units disoosmon authority 

*6.1 log books of mission acnviues 10 combat areas retain pending approval of 
disposinon authonty (see 
note) 



AFR 12-50 Vol II 30 October 1987 

ITABLE 64-1. CONTINUED 

R A B C 

U 
L If the records are 
E or pertain to consisting of which are 

·7 incident forms	 incident forms pertairung to search and rescue and
 
emergency locator transmitters not included in
 

rules 1 - 3 1
 

·NOTE On mactrvation or relocation of a unit, transfer all records to the unit that assumes responsibility 
occurred, destroy or retire the transferred records when specified retention penods have elapsed 

ITABLE 64-2 I 
IEVACUATION PLANS OF AIRCRAFT IN SEVERE WEATHER 

R A B C 

U 
L If the records are or 
E pertain to consisting of which are 

1	 plans for evacuation of AIr Force Service Hurncane Evacuation Plan at HQ 23d AIr Force
 
aircraft In severe (23d AF OPLAN 9507)
 
weather
 

-
2	 at other than HQ 23d AIr 

Force-
3	 AIr Force base severe weather evacuation plan subordinate command and 

WIth form records of aircraft severe weather eva- below 

cuanon information, aircraft refuge facility data, 
humcane and/or severe weather assignment, 
severe weather evacuation record, and related 

correspondence 

4	 annual tests of base sur- narrative reports and related papers at base prepanng plan
 

face evacuation plans
 

ITABLE 64-3 I 
I AIRCREW PERSONAL AUTHENTICATION
 

R A B C
 

U
 
L If the records are or
 
E pertain to eoesisnng of which are
 

1 Personal Authenticator card form for aircrew members/individuals who at operating units
 

Card may be subject to action In or over hostile tern-

tory
 

2	 card form for individuals who are missing or cap-
tured, maintained until fate of casualty IS deter-
mmed 

ITABLE 64-4 I 
I SEARCH AND RESCUE (SAR) AGREEMENTS AND SUPPORT RECORDS 

R A B C
 
U
 

L If the records are
 
E or pertain to consisting of which are
 

1 agreements	 formal agreements With any modifications and at federal SAR coordina-
related records concernmg search and rescue tor 
operations mvolvtng foreign, federal, state, local 
and nvate a encies see note 

2	 SAR support control hsts of agencies mvolved In SAR operations and
 
records the location of their SAR facihnes
 

119 

D 

then 

destroy after 1 year 

for the area In which incidents 

D 

then 

Permanent. Cut off when 
superseded or obsolete. Offer 
to National Archives when 15 

vears old In 100vear blocks 

destroy 3 years after super-
seded	 or rescmded 

destroy when superseded or 
rescinded. 

destroy after I year 

D 

then 

destroy on reaccomphshment 
of a new form, on termmanon 
of or separation from mihtary 
service, or when mdrvidual IS 

no longer subject to action in 

or over hostile ternto 

see table 30-3 

D 

then 

destroy 1 year after agreement 
IS terminated or obsolete 

destroy when superseded or 
obsolete 

NOTE This rule apphes to agreements made by SAR coordinator WIth foreign SAR authontles only on operational or technical matters 
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65. Maintenance-Engineering and Supply. These tables cover records on aerospace vehicle and equipment mven-
tory, status, and unhzation reporting, excess aircraft disposal under the AIr Force Special Defense Property DIsposal 
Account; and the assignment and use of standard reporting designators (SRDs) (code elements) for use In various 
automated management mformation systems to Identify Items of equipment In acquisrtion, maintenance and supply 
acnvmes (except medical and AIr Force Technical Apphcanons Center managed equipment) 

ITABLE 65-1 

AEROSPACE VEHICLE AND EOUIPMENT INVENTORY, STATUS AND UTILIZATION REPORTING 

R A B C D
 

U
 
L If the records are or
 
E pertain to consisting' of which are then
 

1 assignment records	 records related to the assignment of aerospace at AF Aerospace Vehicle destroy 10 years after the Item 
vehicles, trainers, and commurucanons-electron- Distnbunon Office IS removed from inventory 

res-meteorological (CEM) equipment (AVDQ). HO AFLC
I-----

2 at HQ USAF destroy when no longer 
needed

I-----
3 at MAlCOMs and re- destroy 3 years after termma-

oortma uruts non of accountabihty 

4	 aerospace vehicle 10- computer pnntouts and missile status worksheets destroy after 90 days
 

ventory, status, and used 10 the generation or transmission of reports
 
-utilization reporting
 

5 aerospace vehicle in- master AF inventory at HQ AFLC destroy after 5 years
 

--- ventory records 

6 command and base mventones destroy after I year or when 
no longer needed, whichever 
IS later 

'--
7 delivery receipts and shippmg documents	 destroy when the change IS
 

shown In the inventory
 -
accountabihty terminanon records at renornna units..L 

9 at MAlCOMs	 destroy when no longer
 
needed
I-----

at HO AFLC/ AVDO renre as permanent (see note)
 ~ 
11	 reconcihanon reports used to Identify reporting destroy after 6 months
 

discrenancres
 

12 aerospace vehicle status master status file (computer output)	 destroy after 2 years or when
 
no longer needed, whIchever
 
ISsooner
 

13	 aerospace vehicle utih- history unhzanon file (computer output) at MAlCOMs destroy after 5 years
 

zanon
~ 
14 at reporting uruts	 destrov after 2 vears 

15	 CEM status and mven- CEM equipment status reports destroy after I year
 
tory reporting
 ~ 

16	 CEM ecumment summary renorts at MAlCOMs destroy after 3 years 

17	 aerospace vehicle movement reports, PDM reports and forecasts
 

movement renorts
 

18	 trainer inventory, reports and messages at HQ AFLC
 

status, and unhzation
 
reporting
r---

19 at HQ USAF	 destroy when no longer
 
needed
 r---

20 at all other locations	 destroy after I year 

NOTE Offer to the National Archives In Io-year blocks when latest record IS 20 years old 
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IEXCESS AIRCRAFT DISPOSAL UNDER AF SPECIAL DEFENSE PROPERTY DISPOSAL ACCOUNT 

R A B C D 
U 
L H the records are or 
E pertain to cousistIng of which are then 

1 excess/surplus com-	 receipt and final disposal records. Identified to air- at MIlitary Aircraft 6 years after aircraft disposal. 
plete aircraft	 craft mission, design. and senes (MDS). and senal Storage and DIsposition when on Air Force-generated 

number. pertaining to the turn-in, monetary value. Center aircraft, send to USAF His-
utilization. transfer. donation or release of aircraft toncal Research CenterIHD 
for sales action with demrhtanzation status (USAFHRCIHD). Maxwell 

AFB AL 36112. where they 
Will be destroyed when no 
longer neededf--

2 6 years after aircraft disposal 
when on Army-Navy-Coast 
Guard-generated aircraft. 
refer to respective agency for 
drsposmonf--

3 supporting documents mcludmg GSA allocation destroy 6 years after aircraft 
direcnves and related correspondence. stock disposal 
record cards. inventory adjustment vouchers. and 
control registersI--

4	 management records mcludmg reports to GSA. destroy after I year 
transfer/work and hold harmless agreements 

5	 excess/surplus aircraft parts removal control and disposal records mclud- destroy 2 years after aircraft 
parts removed for ing reclamation hstmgs of parts removed for unh- dISposal 
continued use zanon, monetary value. GSA allocation for 

transfer or donation. shippmg/release documents. 
and all related correspondence 

6	 reports for mclusion in DD Forms 1143. Reports of Excess and Surplus destroy 3 years after prepara-
DOD disposal transac- Matenal at DISposal Activities. providmg statisn- tlon 

nons cal summation of disposal transactions mcludmg 
receipt. unhzanon, transfer. donation and release 

for sale 

7	 AF aircraft condi- final disposal records. Identified to aircraft MDS send 1 year after aircraft 
nonal donation for and senal number. that include shippmg, releasmg disposal to USAFHRCIHD. 
display for sale or abandonment action where they Will be destroyed 

6 years after disposal or when 

no longer needed. wluchever 
IS later 

t--
8 donation agreements. Signed receipts. review destroy 1 year after termma-

records. photos. and related correspondence. for - non of the conditional dona-
rdennficanon and control of aircraft while m pos- tlon 

session of authonzed recmients 

66. Equipment Maintenance. These tables cover record relating to materiel mamtenance, mcludmg the retention of 
matenel in, or restoring It to, a serviceable condition; modifying or unprovmg equipment m use or m storage to meet 
programmed operational requirements; and installation engmeenng and installation of fixed commurucations-
electronics equipment and facihties. This senes also mcludes the function of servicing, trouble-shooting, manu-
factunng, rebuilding, testing, and classifying the condition status of matenel. 
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ITABLE 66-1 I 
IMAINTENANCE MANAGEMENT DEFICIENCY RECORDS AND REPORTING 

R A B
 
U
 
L If the records are or
 
E pertalll to coDSistmg of
 

1	 matenel and mamte- action agency copies of notices of unsatisfactory con-
nance deficiency proj- diuons experienced, mcludmg those mstances m 

ect records wluch the equipment or matenel does not fully or 
effectively serve the purpose intended, m instances 
where a part, accessory or eqwpment cannot be prop-
erly mamtamed or operated, and where maccuracies 

may appear m the supporting and related techrucal 
and engineenng data, also mcludes records of action 
to remedy the deficiency, and replies to reporting 
actlV1t1es 

2	 techrucal order un- unsatisfactory condmon notices such as techrucal 
provement order Improvement reports, and comparable recordsr--

3 

r--
4 

4.1	 techrucal order rm-
provement and defi-
ciencv reportma 101[5
 

4.2 matenel deficiency unsatisfactory condition reports, teardown deficiency 

repornng and mves- reports, CAT 1, CAT II and command deficiency re-

- nganng POrts (CDR) (CAT III) and comparable data 

4.3 copies of records in rules 1 through 4 2 

4.4	 matenel Improvement copies of records in rules 1 to 4 3 and evaluation data 

I1rolect (Ml}>l files 

4.5	 semiannual closed microfiche of matenel Improvement project actions 

matenel Improvement 
project summary hst-
mil: 

5	 deficiency reporting detail cards, brown line hsnngs, and sumlar reporting 

ADP records in sup- records submitted by reportmg activtty for con-
port of the Products sohdauon 

Improvement Program
I---

6	 consolidated reports and summanes 

I---
master tanes
i.z.; 

8	 add/delete change cards used to update master tapes 

9	 mamtenance manage- case files reflecnng operation and mamtenance of 
ment systems pro- weapon systems, subsystems, Ibght SImulators, aero-
grams/projects space ground eqwpment, and associated eqwpment 

and facilines I---
10 mamtenance checklists, mdrvrdual methods of ap-

.l1roach or similar records related thereto 

11 mamtenance proce- mamtenance management letters and messages pre-
dures scribing procedures, policies, methods and respon-

sibilmes 

r--
12 

AFR 12-50 

C 

which	 are 

approved or approval 
nendma 

disapproved or no ac-
tion 

copies	 relating to a 
suggestion 

completed WIth all 
entnes 

completed with all reo 
quired actions 

at HQ AFLC and/or 
subordinate commands 

at MAJCOMs and 
major subordinate 
commands 

developed at 
MAJCOMs and major 
subordinate commands 

copies other than 

above 

Vol II 30 October 1987 

D 

then 

destroy after 1 year (EXCEP· 
TION when corrective 
action results m the Issuance 
or revision of a direcnve, see 
tables 5-1 or 8-1) 

destroy when no longer 
needed 

destroy after 1 year or on I 
Imacnvanon of unit, which-

ever IS sooner ! 
mamtain WIth related sugges-
non (see table 900-2) t 

destroy after 1 year or on 
macnvanon of unit, which-
ever IS sooner 

destroy 1 year after corrective 
action completed 

destroy when no longer 
needed 

destroy after 5 years or when 
no longer needed, wluchever 
IS later 

destroy after 3 months 

destroy after 1 year or on 

completion of product lID· 

provement action, wluchever 
IS sooner 

update as chanzes occur 

destroy after venficanon of 
com_Quter ~OCesSI~ 

destroy after termmation or 
completion of system, sub-
system or project 

destroy when superseded, ob-
solete or no longer needed 

destroy 2 years after super-
seded, obsolete or rescinded 
(When action results m ISSU· 

ance or revision of a directive 
see tables 5-1 and 8-1 ) 

destroy when superseded, ob· 
solete or no longer needed 
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I 
AFR 12-50 Vol II 30 October 1987 , TABLE 66-1 CONTINUED 

R A 
U 

L If the records are or 
E pertain to 

-13 maintenance manage-
ment reports 

-14 Radiac Equipment 
Mamtenance Records 

-IS mformanon-systems 

maintenance mstruc-
nons (ISM I) 

ITABl.E 66-2 I 
I DEPOT MAINTENANCE 

R A 

U 
L If the records are 

E pertain to 

1	 depot maintenance 
projects 

r---
1.1 

2	 depot mamtenance 

mspecnon records 

or 

and 

3	 armament, photograph-
IC, and Special weapon 
systems and eqwpment 
mamtenance and com-
mumcanons-electrorucs 

I-- equipment mamtenance 

3.1 

4 training devices 

5 property accountmg 

I 
B C 

consISting of 

maintenance actions not covered elsewhere 

which are 

pertment inspecnon data mamtamed 
equipment 

with 

record 
pnnted 

set of each publication, which Includes a 
copy of each edited manuscnpt, pnnted copy 

of each form prescnbed, record shewing signature 
approving authority, record showmg latest annual 
review by approving authonty, and related back-
ground matenal such as records relating to develop-
ina, coordmannz and ISSUlnl!each nubhcation 

RECORDS 

B 

consisting of 

programmed and nonprogrammed project direc-
nves and correspondence filed therewith, labor 
and matenal standards, matenal availability rec-
ords, and related records, used to estabhsh mamte-
nance projects, to plan and schedule workloads for 
forecasting productions to be accomphshed dunng 
established penod, to determme that adequate 

shop facihnes, manpower, test equipment, techru-
cal data, and tools are available to accomphsh 

workload, to synchronize movement of matenals 
and repairable assets with production capacity 

records pertammg to the major overhaul of air-
craft, missrles, propulsion, guidance, or other end 
Item system eqwpment 

letters, messages, one-time surveys and reports and 
related records pertammg to the servicing, 10-

spection, calibration, repair, modification, and unh-
zanon of such equipment 

reports pertaimng to mamtenance of trammg de-
VICes, mcludmg flight and usage reports, mspection 

records etc 

records relating to repair shop supply, mcludmg 
stock record cards, property turn-in slips, Issue 
slips, or eqwvalent forms which are either part of 
accountable officer's stock record account or sub-
sidrarv thereto 

of 

C 

which	 are 

at AF	 depots 

at MAJCOMs and below 

at air lOgIStiCScenters 
(ALCs) 

not at Quality Control 
Branch, AF Cryptologic 
Support Center, Elec-
tronic Secunty Command 

at Quahty Control 
Branch, AF Cryptologrc 

Support Center 

at MAJCOMs and major 
subordmate commands 

D 

then 

destroy when superseded or 
no lonaer needed 

destroy 2 years after date of 
last entry provided all mspec-
non data has been cleared 

destroy not later than 2 years 
after superseded, obsolete or 
rescinded 

D 

then 

destroy 6 months after project 
completed 

destroy 2 years after project 
completed (see note 1) 

destroy 6 months after receipt 
of notification of acceptance 
or 6 months after tum 10 of 
equipment to supply (see note 
2) 

destroy after 2 years 

destroy on WIthdrawal of 
eqwpment from Electromc 
Secunty Command mven-
tones 

destroy after evaluation com-
pleted. 

destroy after 2 years (EX-
CEPTION for records sub-
ject to audit, see table 175-2) 
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ITABLE 66-2 CONTINUED 

R A B C D 

U 
L H the records are or 
E pertain to consisting of which are then 

6 precision measurement mecharuzed card system records, and other related	 destroy 3 months after entry 

equipment	 or comparable forms used for recording results of
 
precision measunng equipment mspecnons and
 
cahbranon operations, and for establtshmg rem-
soecnon and recalrbranon schedules
 

7 production and control permanent and temporary control-number cards,	 destroy when superseded or 
number cards	 cross-reference cards, and sumlar records used to obsolete
 

provide a method of conunuity, and to assure that
 
specific commodines can be idenufied to the pro-
zrammed and nonnroarammed cateaorv
 

8 engmeenng drawings see table 67-15 

and related records 

9 base-level contracted- purchase requests, work specifications, contracts, at contract mamtenance destroy I year after close of 
maintenance	 control registers, ledgers, mspecnon reports, Of- offices FY m which designated 

ders for supplies or services, and related or mamtenance IS completed or 
comparable records mamtamed m the performance accepted 

of modificanon, modermzauon, rebuilding, 
overhaul, repair, or servicing of material and/or 
eqwpment by commercial organizanons under 
contract to the AF-

10	 at base procurement olli- see table 70-1. 
ces 

11 clean room environ- environmental comparison data and envtronmental destroy after 2 years 

ment tally used for Iustonca! OUCDOSeS 

12 management of IteDIS worksheets, summanes, status reports, evaluations, at ALes destroy when no longer 
subject to repair forecast data, shortage lists, and related listings to needed or I year after last 
(MISTR) control and re~Jt items sub--1ectto renair entrv. whichever IS sooner 

13 AF LOgistics Com- reports or other records relating to mvesngauon on toolsleqwpment not destroy 2 years after annual I 
mand (AFLC) tool/ of loss/recovery of toolsleqwpment covered found m foreign object cutoff or when no longer I 

I 

equipment control and under AFLCR 6fr69	 damage (FOD) cnucal needed whichever IS later, I 

accountability program	 areas but not to exceed 6 years ,-
13.1	 on tools/eqwpment not destroy I year after annual
 

found m low/non FOD cutoff or when no longer
 
cnncal areas needed, whichever IS later,
 

but not to exceed 6 years -
14	 on tools/equipment destroy when no longer
 

recovered needed
 

NOTES 
I Repair requirements reports m rule I I retamed by repornng acuviues which are not needed to support maintenance projects may be destroy, 
after I year 
2 Destroy engme overhaul records after 5 years, or when no longer needed for analysis or research, whichever IS sooner 

ITABLE 66-3 I 
I eE UIPMENT MAINTENANCE HISTORICAL RECORDS See note 2) 

R A B C D 
U 
L H the records 
E are or pertain to consisting of which are then 

1 matenel/equrp- Iustonca1 records for aircraft, au launched/ for Items transferred, donated, send With related Items, destroy 
ment individual ground launched missiles, engines, propellers, or sold retained COpies after 3 months 
lustoncal files bombsights, parachutes, aerospace ground 

equipment, traunng equipment, CEM equip-
ment, precision measurement equipment, real 
property mstalled equipment, and similar Items, 
mamtamed per TO 00-20-1 
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I TABLE ~3 CONTINUED I 
R A B C 

U 
L H the records 

E are or pertain to consisting of which are 

1 made part of surplus property 
account 

f--
3 for equipment destroyed. 

abandoned. reclaimed, saI-

f-- vaaed lost or mrssmz 

°4 for expended air launched 

t-- mrssiles 

°5 for ground launched nussiles 

expended or destroyed (not 
related to AFR 110-14). and 

t--0, 
reentry velucle 

used to record sigmfican t Ius-
toneal data for special apph-
cations as prescnbed m AFR 
66-1, MAlCOM or cluef of 

f-- mamtenance 

°7 used to record t1II1ecom-
phance technical orders. and 
all entnes have been trans-

- ferred to mecharuzed reports 

oS used to record mstallation 
t1II1e used, condition, removal 
and return for rehabihtanon of 

- video head 

°9 used to record mstallauon 
t1II1e used, condition. removal 

- and storage of Image tubes 

°10 historical records for specific mernal navigation used to record srgmficant Ius-
uruts mamtamed per TO 00-20-10-10 toneal data durmg orgaru-

zanonal, intermediate, and 

- depot level maintenance 

°11 records at TRC contammg 

mformanon on mamtenance 
actions which occurred pnor 
to and lncludmg the previous 

- cycle to the TRC 

°12 records at TRC contaimng 
field and/or TRC data of the 

- current cycle 

°13 repair analysis report at ongmanng TRC 

-

at other activities-!!i... 

°15	 manual data forms mamtamed With equipment 
ID current use, filled-in and last entnes have 
been earned forward to new forms 

-
°16	 automated data forms mamtamed With equip- prepared by bases operatmg 

ment ID current use	 an automated maintenance 
management system, for 
wluch data IS stored ID com-
outer memory'---

125 

D 

then 

send with related Item to appro-
pnate Defense Property DISposal 
Office for disnosuion 

destroy three months after aban-
donment of search or physical 
disposmon. 

send and dispose of the same as 
table 66-8. rule 33 

destroy when no longer needed 

or as directed by MAlCOM or 
the chief of mamtenance, or 
when the equipment IS trans-
ferred annlv rule 1 

destroy after venficanon of all 
entnes on the mecharuzed re-
ports 

destroy 6 months after video 
head IS returned for rehabih-
tanon 

destroy I year after 1II1age tubes 
are retired 

send to Technology Repair 
Center (TRC) with the related 

hardware per TO 00-20-10-10. 

destroy after processmg all per-
tment mformauon into data base 

or when related equipment IS per-
manentiy removed from mven-
tory 

send With related hardware, as 
part of hrstoncal record, after 
entry mto data base 

destroy after data IS entered m 
data base or when no longer 
needed whichever IS sooner 

destroy when no longer needed 

hold as part of equipment Ius-
toncal file, or destroy after 3 
months If they do not con tam Ius-
torv information 

hold the last 7 reports, when 8th 
report IS received, destroy earliest 
one 
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ITABLE 66-3 CONTINUED 

R A B C D 

U 
L If the records 

E are or pertain to consisting of which are then 

*17 those sets of forms containing 
only mamtenance actions or 
information where sufficient 

I--
data IS stored In the computer 

*18 those sets of forms containing hold last 5 reports, when 6th re-
only airframe utilization mfor- port IS received, destroy earliest 
matron where sufficient data IS one 

I--
stored In the computer 

*19 asrcraft/rmssile condition report tmnated when equipment IS destroy after return from PDM 

forwarded to depot for pro- and information IS transcnbed to 

grammed depot maintenance appropnate records 

I--
(PDM) 

*20 radiographs, photographs, and other recordings considered Significant, i e , sur- send With equipment when 

methods With reports of findmgs veillance of airframe struc- transferred, or destroy when 

tural components for fatigue equipment IS dropped from AF 
m stress after repairs, and Inventory (see note I) 
mamtamed by equipment 
senal number m the individual 

I--*21 

historical 

considered 

file 

routine destroy after 6 months (see note 

I--
1) 

*22 worksheets used m compliance With functional mamtamed as completed FCF destroy after 3 months or when 

check Ibght (FCF) as required In ~20 senes worksheets for the last replaced by next FCF worksheet, 
TOs TO 1-1-300. and applicable weapon sys- phase/penodic inspection whichever IS later 

I--
tern mspection handbooks 

*23 Iugh power electron tube records, i e , electron for installed electron tubes. send COpies in accordance With 

tube field life record and electron tube per- wluch have failed and have TO ~2(}-8, destroy held COpies 

I-- formance and status report been declared unserviceable after 3 mon ths 

*24 used to provide current status destroy when replaced by next 
of tubes each quarter quarterly report or machine hst-

I-- Inll: 

*:ZS deferred discrepancy records for Inter- for assigned launch faculties, destroy when deferred 

continental Balhsnc MISSiles. mamtamed m TO complexes or launch control discrepancy IS corrected or site 
~2(}-6 facilities deactivated whichever IS sooner 

*26 mateneVeqwp- TRACALS equipment status file compnsed of at the facihty /srte destroy after I year or when no 

ment mdividual data forms wluch portray dally history of the longer needed, whichever IS 

historical files facihty/srte, mcludmg ground check cer- sooner 
nficauons, fbght mspection reports. graphs, 
NA V AIDS ground recordings and certificauon 
forms. system performance ratings. and any 
other srgnificant data pertinent to TRACALS 

I--
*rr 

equipment and 

5 

fbght inspecnon 

not mcluded m rules 1 through 

reports for TRACALS equip- hold as part of equipment histon-

i 
I 

ment mamtamed for the last special/penodic cal file, destroy when replaced by I 

Inspection next special/penodic 
report 

Inspection , 
I 

*28 office appliance historical mamtenance record for each indrvi- destroy when equipment IS 
mamtenance dual office equrpment dropped from AF mventorv 

~19 medical equipment see table 167-1, rules 34 through 

mamtenance 39 

*30 ground weapons mspecnon, mamtenance, and finng data on for weapons transferred, do- send With related weapon, de-
histoncal data ground hand and shoulder weapons nated or sold per applicable stroy held COpies after 3 months 

'-- AF directive 
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ITABLE 66-3 CONTINUED I 
R A B C D
 
U
 
L If the records
 

E are or pertain to consisting of which are then
 

-31 made part of surplus property forward WIth related Item to
 
account Defense Property Disposal Office
 

for drsposinon
 --32	 for weapons otherwise destroy 3 months after abandon-

dropped from property ment of search or physical dispo-
account, i e , destroyed, aban- sitron
 
doned, reclauned, salvaged,
 
lost or rmssmz
 

t----33 recumng Inspection reports for weapons stored destroy when superseded 
or used by an ol'j@llizatlon 

-34 launch site htston- records reflectmg vanances and adjustments to	 destroy on deactivanon of launch 
cal data	 be considered when ahgning the weapons sys- site facihty or when replaced by 

tern m silo to assure combat readiness a new senes missile 
configuration 

NOTES 
Tum in film ehgible for disposal to the Defense Property DISposal Office on a quarterly basis for recovery of Silver content 

2 Rules were renumbered due to Records Informatton Management System computer program requirements 

I ITABLE 66-4 

I ANALYSIS AND EVALUATION RECORDS 

R A B C D
 

U
 
L If the records are or
 
E pertain to consistmg of which are then
 

1 actuanal analysis	 correspondence, teletypes, general purpose data destroy when engine IS
 

sheets, aerospace engme hfe data, engme failure dropped from inventory
 
rate graphs and computattons, offictal engine
 
failure rate table and similar records
 

2 011 analysis program used 011analysis request for ground equipment and destroy 3 months after trans-

aircraft cnbing and stattsttcal proces-

smz
f--
3 011analysis record for use in visible file see table 66-3, rules I through 

321f--
4 spectrographic analysis worksheets destroy when no longer 

needed 

5	 maintenance and corro- summary reports of evaluation results, such as COpies at project office destroy \0 years after accept-
sron evaluation pro- project directive change notices by the morutonng ance and/or rejection of proj-
gram projects agency, acknowledgement records, mtenm, spe- ect 

cial, and fina1 reports (including backup data) by
 
evaluating offices, and project notifications by the
 
morutonng agency
f--

6 COpies at other than proj- destroy when no longer 
ect offices needed 

7 production count	 cards that accumulate production credit and stan- destroy when superseded or
 
dard cost data to provide information for mamte- obsolete
 
nance enzmeennz cost accounnnz system
f--

8 source matenal destroy 3 months after prep-
aration of detail cards 

9 maintenance produc- summary reports formulated from production daily reports destroy on receipt of monthly
 
tion and utilization count cards, used to evaluate, analyze, and pro- summary
 

- reports Vide mamtenance Information
 

10	 reports other than rule 9 destroy I year after as of date
 
above
 

11 maintenance analysis	 summary reports from maintenance data systems daily reports destroy after 90 days or on
 
used to evaluate, analyze, and provide mamte- receipt of monthly summary
 

nance mformanon-
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ITABLE 66-4 CONTINUED 

R A B C D 

U 
L If the records are or 
E pertain to consISting of which are then 

12 reports other than rule 11 destroy when no longer 
above needed, or after 2 years, 

- whichever IS sooner. 

..!L bnefinzs and studies 

.a. charts and 2ra~hs~rtra'l1n1t maintenance trends 

15 maintenance analysis referrals destroy after completion of 
next activity mspection or I 
year after corrective action 
comJlleted 

16 laboratory environment chart recordings of laboratory temperature and destroy when no longer 
humidity, used for historical purposes and Pre- needed 
cision Measurement Equipment Laboratory 
(J'MELl evaluations 

17 reports of measurement records of cahbranon and correction charts for destroy when superseded or 
AF base reference standards, used m cahbranon of no longer needed, wluchever 
precision measuring equipment IS sooner 

18 mtenm cahbration pro- cahbrauon data not yet published m technical or- destroy when published in a 

cedures ders used as a zurde for cahbrauon techruca1 order I 

19 waiver of cahbration requests for limrted/special cahbration (precision destroy when superseded or : 
requirements measurement equipment (PME) no longer needed, whichever 

f-- IS sooner 

20 measurement restrtction log record of all imposed destroy after 1 year 
measurement restncttons due to environment 

21 precision measunng mechanized card system records and other related, destroy 3 months after entry 
equipment scheduling comparable forms, used for recording results of or when no longer needed, 
and maintenance data precision measunng equipment mspecnons ana whichever IS sooner 
collectton cahbranon operations and for estabbshmg rem-

spectlOn and recahbranon schedules 

22 controlled multiple general mformanon letters from Aerospace Gwd- destroy when no longer 
address letters ance Metrology Center (AGMC), used to notify needed 

PMEL personnel of new developments, pro-
cedures or methods in PMEL ooerations 

13 command cernficanon hstmgs of precision measunng equipment requiring destroy when superseded. 
lISt off-base support, used to authonze off-base support 

of precision measunng equipment and estabhsh 
recahbranon reouirements 

14 radianon reports radioactive rnatenal permits, requests for renewal used to support require- destroy I year after expirauon 
of permit, support data and test results ments for radioactive ofpemut. 

matenal penmts and sup-

I-- port data 

25 used to record results of destroy when new form IS re-
, radioactive SWipe tests ceived or when the associated 

radiac equipment IS deleted 
from PMEL schedules 

ITABLE 66-5 I 
IAIRCRAFT MAINTENANCE I 

R A B C D 
U 
L If the records are 

E or pertain to consisting of which are then 

1 aircraft, missile de- records used to facihtate delivery of aircraft/missiles destroy after I year 
livery and to furnish a record of receipt of selected equip-

ment and forms transferred With the aircraft/rmssiles 
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I TABLE ~S CONTINUED I 
R A B
 
U
 

L If the records are
 

E or pertain to consisting of
 

2 aircraft reports	 damaged aircraft and engme disassembly reports 

-
3	 fbltilt reports 

4 aircraft inventory	 equipment lists, shortage hsts and snmlar records 

5 weight and balance handbooks of weight and balance data (TO 1-18-40); 
data Record of Weight and Balance Personnel; Chart C-

BasIC Werzht and Balance Recordr--
6	 Chart A-Ba51c Weight Check LISt, AIrplane Weigh-

ing Record. -5 Techrucal Order 

r--
7	 Weight and Balance Clearance Form F prepared for 

each IIJISSIon-
8 Weight and Balance Clearance Form F (canned Form 

- F) 

9	 Weight and Balance Clearance Form F related to air-

craft mvolved m an accident 

ITABLE~ I 
IMAINTENANCE INSPECflON 

R A B
 

U
 
L If the records are or
 
E pertain to consisting of
 

1	 (RESERVED) 

2	 quality control inspec- personnel evaluations, techrucal, special, and ac-
non/ evaluation trvity mspecnons conducted by quality control
 
records acnvines
 

r--
2.1	 maintenance evaluation records wluch record
 

evaluations performed on mamtenance personnel
 

-
3 

r--
4	 eqwpment discrepancy summary records sum-

manzmz discrenancres bv category
 I--
5 quahty control checksheets used in conducting 

cuahtv control tnsnections 

6 nondestructive 1IlSpeC' nondestructive inspecnon techruques used for 
non data future reference of nondestructrve mspecnon tech-

DIques 

6.1 nondestrucnve 1IlSpeC' radiographs used to compare present NDI radio-
non	 radiographs graph WIth two previous programmed depot 

maintenance (PDM) mspecnon to venfy structural 
mteantv and trend anal VSISof aircraft structures-

C	 D 

which	 are then 

at MAJCOMs and major 
subordinate commands 

destroy after 6 months 

destroy 3 months after salvage 
or other final disposal of re-
lated aircraft 

destroy after loss or mventory 
of aircraft 

destroy when superseded	 or 
after loss or inventory of air-
craft. 

destroy on completion of mis-

sion 

destroy when superseded 

destroy I year after comple-
non of accident mvesnganon 

C	 D 

which	 are then 

destroy I year after completed action 

or. when apphcable, per appropnate 
ruJe in table 66-8 for equipment rec-
ords, or destroy on receipt of next 
personnel evaluation or eqwvalent 
mspecnon report If not needed for 
analvsis mvesneanon or follow-up 

. at quahty control destroy I year after action IS com-
offices pleted or give to mdividual upon 

reassignment or separation, which-
ever IS sooner 

used for suspense destroy when all entnes have been
 

control or to filled in and form replaced by new
 

record mspecnon inspecuon record
 

of mspecnon work-

cards or work urut
 
code manuals
 

destroy when no longer needed	 or 
after I year wluchever IS sooner 

destroy when no longer needed. or 
replaced by new checksheet 

destroy when incorporated	 into 
applicable techruca1 order. replaced 
by a new nondestructive	 mspecnon 
technique or when no longer needed 

destroy the oldest radiograph after 
comparison of the current and next 
most current film or after 4 years, 
whichever IS sooner 
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ITABLE 66--6 CONTINUED 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

6.2	 radiographs used to detect defects or venfy struc- destroy the oldest radiograph after 
tural mtegnty dunng recurring field level inspec- companson with the new radiograph 

nons, maintenance, or time comphance techmcal when the inspection IS reaccom-
orders (TCfOs) phshed of after 4 years, whichever IS 

sooner-

6.3	 radiographs used to detect defects or venfy struc- destroy after repair of defects or 

tural mtegnty dunng one-time (other than after 6 months If no defects were 

TCfOs) msnections detected 

7	 battery penodic In- monthly storage battery records for telephone destroy after I year or when no 

spection and battery rack battenes used to penodically check battery longer needed, whichever IS later 
seCV1CIn~ state of charze servicmz and msnecnon 

8	 inspection of railway mspecnon worksheets destroy when the next equivalent or 
equipment, watercraft, higher inspection IS accomplished 

and trammg devices 

9 welder qualification	 apphcanon and test records for the qualification of at tesnng labs and destroy after 2 years, or when super-
welders metals processing seded, whichever IS sooner (EXCEP-

shops	 TION Metals shops forward to 
gaming activity on reassignment of 
member) 

10 mdustnal radiography mdustnal rachography log forms destroy when no longer needed to 

uttltzatlonlog evaluate the adequacy of shieldmg 
for a particular situation 

11	 foreign object damage weekly FOD inspections destroy after I year 
(FOD) to aircraft, mis-
siles or drones 

NOTE All records destroyed In accordance With this table may be destroyed on macnvanon of the urut If not needed by a successor unit (see 

AFR 12-50, volume I, paragraph 6-2) 

ITABLE 66-7 I 
INAVIGATIONAL AID RECORDS I 

R A B C D 

U 
L If the records are or 
E pertain to consisting of whll:h are then 

1 joint agreement on destroy when superseded, ob-
USAF IF AA performance solete or no longer needed 

standards and orocedures 

2 cernficanon mspecnon destroy when no longer 
reports needed or after facility IS 

withdrawn from the Federal 
AIrways System, whichever IS 
sooner 

3 general memorandum of at HQ USAF renre as permanent (see note) 
agreement between USAF 

- and FAA 

4 duplicate COpies destroy when superseded or 
obsolete 

5 countersigned statements destroy when superseded or 
and appendix on withdrawal of the facihty 

from the Federal Airways 
System whichever IS sooner 

NOTE Offer to the National Archtves In 5-year blocks when latest document IS 25 years old 
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ITABLE 66-8 I 
EOUIPMENT MAINTENANCE (see note 1) 

R A 8 C D 
U 

L If the records are or 
E pertain to consisnng of which are then 

1 aerospace vehicles, records used In scheduling. time comphance techrucal order destroy after receipt and venficanon of 
commumcanons elec- controlling and managing (TCTO) products not covered by next report (EXCEPTION When 
trODlCS meteorological maintenance efforts. recording table 66-3 mechanized reports are not used. de-
equipment, ground/au operational data and status stroy 3 months after posting. If no 
launched missiles, or information. and recording the longer needed. or no later than after I 
related eqwpment accomphshment of servicing, year) 

mspection, checkout, adjust-
ment, cahbranon, repair, 

i--- overhaul and modification 

1 monthly maintenance plan destroy when no longer needed or after 

,.....- I year whichever IS sooner 

3 weekly maintenance pian destroy when no longer needed or after 

f-- 2 years whichever IS sooner 

3.1 daily maintenance plan destroy after 3 months or when no 

i--- longer needed whichever IS sooner 

4 vrsual aids destroy when replaced. obsolete or no 

I-- longer needed 

~ soecial Qualification certificate 

6 data transmittal records destroy after I month or when no 

I-- longer needed. whichever IS sooner 

7 daily reqwrements and dispatch rec-
ords used for dispatch control of 

.) I--
8 

aerosnace ground ~u!Q..ment 

personnel availabrhty forecast, shop 

workload summary. and maintenance 
preplan used In preparation of work 

I-- schedules 

9 punched card transcnpts used as destroy when computer product IS 

source records for computer prod- venfied 

I-- ucts 

10 job standards destroy when replaced by a new job 
standard or when no longer needed. 

I-- whichever IS sooner 

11 missile status worksheet destroy after 3 months or when no 

I-- lo~er needed whichever IS sooner 

12 weekly/dady flying schedule coor- destroy after I year. or when no longer 
dmanon used to insure all concerned needed. whichever IS sooner 
agencies are notified of schedule 

i--- changes 

13 generation maintenance plan and destroy when replaced by a new plan 

generation sequence action schedule or action schedule 
used to preplan and establish se-
quence of events for generation 

f-- actions 

14 mspecnon/T'C'I'O plannmg gwde for destroy I month after completion If no 
mspection/T'C'I'O accomphshment longer needed. but not later than after I 

,.....- year 

15 speciahst dispatch control log used destroy daily, when no longer needed. 
for Internal workcenter control of but not later than after I month. 

f-- personnel disnatch 

16 aerospace ground eqwpment (AGE) 
status used to notify mamtenance 

f-- control of AGE status 

17 techrucal order distribunon record destroy when replaced by a new form 
used to mamtam techrucal order files or when no longer needed. wluchever 

- IS sooner 
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ITABLE 66-8 CONTINUED 

R A B C D 

U 

L U the records are or 
E pertala to coDSisting of which are then 

~ time chanae reowrement forecast destroy when no lon~er needed 

19 mamtenance data 
used for scheduled 

collection forms 
preventrve mam-

destroy after reports are produced 

r--
20 

-

tenance 

maintenance data collecnon 
used for repair, mspecnon, 
change Items 

record 
and tune 

destroy after keypunch, receipt of rna-
chine hstmg and correction of errors If 
no longer needed, or after reports are 
produced and narrative IS transcnbed to 
sigmficant lustoncal data form, but not 
later than after tyear (see notes 2 and 3) 

21 

r--
21.1 

-

ongma! or source records, created 
for control purposes, such as job 

control records when equipment 
status reportmg IS not required 

ongma! of source records created 
equmment status reoortmz 

for 

destroy when no longer needed, or 3 

months after record has been closed, 
wluchever IS sooner 

destroy after 3 months or when no 
longer needed wluchever IS later 

22 

-
schedule of technician availabihty destroy when no longer needed, 

3 months whichever IS sooner 
or after 

23 

-
used to record odor test/servicing 
aviator's breathme oxvzen 

of destroy 
corded 

2 weeks 
servicmz 

after date of last re-

24 transient 
ters 

job control 
\ 

number regis- destroy after 
of semiannual 

I year or 
transient 

after subnussion 

aircraft mforma---- non. 
25 

- -

base job control number register destroy when no longer needed, but no 
later than 3 months after all entry spaces 

have been used 

26 

-
advanced ccnfiguration management 
system projection of Items due for 
mandatory removal 

destroy after receipt and venficauon 

xt 

-
advanced configuration 
system selected article 

status reoort 

management 
configuranon 

destroy 
receipt, 

I Dages 

pages that are superseded after 
venficanon, and file of changed 

28 commumcanons-electrorucs-meteoro-
Iogical oasite mamtenance records, 
i.e., pre-PDM survey record and 

cernficanon and certrlicate of PDM 

destroy after 
for followup 

I year If no longer needed 

~ mamtenance accomphshed 

.1L- mmutes of mamtenance meetings destroy when no longer needed 

30 for equipment involved m an acci-
dent or incident that results m dam-

dispose of With the invesnganve 
wluch they become a part 

file of 

age to pnvate property or injury to 
personnel, resulting m an mvesnga-

- non 

31 

-
for equipment destroyed, 
reclaimed salvaged lost 

abandoned, 
or missma 

destroy I month after abandonment 
search or physical disposiuon 

of 

.1L- for expended air launched missiles 

33 

-

for ground launched missiles ex-
pended or destroyed (not related to 
AFR 110-14), and reentry vehicle 

send to AFLC System Manager or 
SA-ALC Director of Special Weapons, 
as apphcable, destroy after 3 months, 
provided all pertment data has been 
extracted for other records or the ongr-
nal records have served their oureose 

33.1 

-
for equipment dropped from AF ID-

ventory for reasons other than spe-
cified m rules 30 through 33 

destroy after I month 



AFR 12-50 Vol II 30 October 1987	 133 

ITABLE 66-8 CONTINUED	 I 
R A B C D
 
U
 
L If the records are or
 
E pertain to consisting of which are then
 

34	 duplicates or nonrecord COpies of destroy when no longer needed or after
 
records In rules 1 throuzh 32 1 year whichever IS sooner
t---

34.1	 sortie mamtenance bnefings (ong- destroy after keypunch or forward to 

mals)	 another agency for filmg, where It will 
be destroyed when no longer neededt---

34.2	 sortie mamtenance bnefings (COPies destroy after 1 month or when no
 
at debrtefinz facihtv) lonzer needed whichever IS later
t---

35 work order authonzanons, working COpies destroy 3 months after completion of 
production orders. work ad- Job. 
justment orders. work order 
numbers. and instruction slipst---

extra comes destroy on completion of lob ~ 
37	 selected work orders pertammg to destroy after 6 months
 

local manufacture of Items used to
 
estabhsh work standards and costs
 
of reoennve work
f--

38	 data processing machine list- destroy after 2 years or when supersed-
mg such as idenuficanon num- ed or no longer needed, whichever IS
 

ber hstmgs, etc sooner
 

39	 Maintenance Manage- trammg course table list, maintained by the mamtenance destroy when superseded, obsolete, or
 
ment Information course status report, status complex when no longer needed.
 
Control System code. trairung forecast, dally
 
(MMICS) Output operational utilization report,
 
Products mamtenance personnel hsung,
 

skill level report, work center
 
list, flymg schedules, TCTO
 
status, TCTO reports, mobil-
ity personnel. mamtenance
 
data collection equipment
 
schedule etc
 

NOTES 
I This table applies only to those records that are prescnbed by and mamtamed In accordance With AFRs 66-1 and 66-5 and all associated 
QO-2D-senes techmcal orders, and those records mamtamed under the Defense Meteorological Satellite Program. These records may be destroyed 

on macnvanon of the Unit, If not needed by a successor unit (see AFR 12-50, volume I, paragraph 6-2) 
2 Retain data on Reliability Improvement Warranty (RIW) Items for a mmunum of 4 months. 
3 Copies of source records used for bilhng purposes must be retained for the full one year penod for audit records. See table 175-2 

ITABLE 66-9 I 
ISERVICE ENGINEERING 

R A B C D
 

U
 
L If the records are or
 
E pertain to consisting of which are then
 

1 project files	 records reflecting results of engineering evalua- retire to WNRC when equip-
nons, feasibility studies, modifications, prototypmg ment, system or subsystem IS
 

and testing (including vertfication test). generated declared obsolete to AF
 

as a result of engmeermg management and com- needs, destroy after 30 addi-
modrty engmeenng support and services required tional years.
 
for operation. mamtenance, modification and re-
habilitation of material, and are categonzed Into
 
vanous weapons support systems and subsystems,
 
i e , propulsion accessones, electronics, materials,
 
nonaeronauncal and aeronautical
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ITABLE 6&-10 I 
GROUND COMMUNICATIONS-ELECfRONICS EQUIPMENT STATUS 

R A B C D
 

U
 

L H the records are
 

E or pertain to consisting of which are then
 

1	 eqwpment status rec- data cards used to prepare summanes, tabulations or at MAJCOMs destroy after action IS com-
ords, batch or Mam- Automatic Data Processmg Equipment (ADPE) tapes pleted
 

tenance Management
 
Information Control
 

f-- System (MMICS) 

1 below MAJCOMs	 destroy 14 days after prepa-
ration
.--

3 master mventory and standard MMICS equipment destroy when superseded, ob-
status reporting (ESR) hstmzs solete or no longer neededr---

4	 commurucatlons-electrorucs-meteorologlcal (CEM) at MAJCOMs and m- destroy 90 days after entry
 

programs audit/error, open mcident, dally Automatic termed late headquar- IDtObatch or MMICS system.
 
DIgital Network (AUTODIN) transnnttal and reject ters
 
hstmgs and corrections
 r---

5 below MAJCOMs	 destroy 30 days after entry 
IDtO the batch or MMICS sys-

r--	 tem 

6 Job control records	 destroy 90 days after comple-
non of Job
 r---

7 summanes, listings and studies	 destroy when superseded, ob-
solete or no longer needed, or 
after 1 year, wluchever IS 

sooner (EXCEPTION When 
made the basis of a standard 
pubhcanon, see table 5-1) 

ITABLE 6&-11 I 
IRECLAMATION RECORDS I 

R A B C D
 

U
 
L H the records are
 

E or pertain to consisting of which are then
 

1 reclamation of aircraft histoncal data, reports of survey, special order ex- at MAJCOMs destroy 5 years after comple-
and surface equipment tracts, photographs, related papers and correspond- tion of action (EXCEPTION. 
as result of accidents or ence records required for invesn-
normal deterioranon gauon, mqumes, etc, destroy 

on completion of such action, 
provided retention penod has 
ex Ired 

1 at subordmate destroy 2 years after comple-
echelons tion of action (EXCEPTION 

where MAJCOM requests 

audit of a specific case file, 
destroy the excepted records 
after audit, provided the spec-
ified retention penod has ex-

Ired 
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I ITABLE 66-12 

IMILITARY AIRCRAFT STORAGE AND DISPOSITION CENTER CMASDO 

R A B C D
 
U
 
L If the records are or
 
E pertain to consisting of which are then
 

1	 aircraft/missile and spe- project directions, schedules, special techrucal at MAS DC OPR responsi- destroy 2 years after comple-
cial project files for aspects, customer correspondence, mquines from ble for coordinanon and non of action
 
AF, Army, Navy and higher headquarters, work directives and amend- acceptance of negotiated
 
CO, and other govern- ments, work/shippmg pnonnes, contracts, for workloads from weapons
 
ment agencies both contmental US and Secunty ASSistance Pro- systems managers, Item
 

gram customers	 managers, and other ser-
VICes and government 
azencies-

2 work directives and related records	 at other than MASDC destroy 1 year after comple-
OPR	 non of acnon, or when no 

longer needed, wluchever IS 

sooner 

I TABLE 66-13 

I AIR FORCE LOGISTICS COMMAND AERONAUTICAL DEPOT MAINTENANCE INDUSTRIAL TECHNOLOGY PROGRAM 

R A B C D
 
U
 
L If the records are or
 
E pertain to consisting of which are then
 

1	 Improved repair proj- descnption of problems, irutrator, stock numbers, at HQ AFLC destroy 3 years after comple-
ect proposals pnces, possible solutions, evaluations/analyses, non! deletion of project, 

conclusions, recommendations and related corre-

- spondence 

2	 approved projects at sub- destroy on completion of
 
mitnng, supporting, partie- project or when no longer
 
ipatmg and other activities needed wluchever IS sooner
-

3	 disapproved project pro- destroy after 3 years.
 
posals at activittes m rule 2
 

4 safety proposals	 recommended methods of processing, involvtng approved by safety and/or retire as permanent 1 year
 
safetv or health considerations medical authonnes after close of oroiect
 

5	 program reports/tech- reports prepared at the completion of an important at HQ AFLC retire 1 copy of each report 
meal reports	 phase of a program or at the end of a project and as permanent 1 year after 

con tam evaluation methods, recommendations and close of project, 
conclusionsI---

6 COpies other than rule 5 destroy when no longer 
needed 

7 program proposals	 descnption of processes, techniques, and related approved retire as permanent 1 year
 
matenal pertinent to common repair facilities after close of project
 I---

8 disapproved destroy after 3 years 

9 engineering proposals	 descnpnon of new or changed technical process at HQAFLC destroy 3 years after comple-
requirements and the alternative solutions thereto non/deletion of the proposal.
 

10 summary quarterly reports contammg the accomphshments and im- destroy after 1 year
 
reports pact of overhaul and repair processing projects
 

proposed uunated and completed
 

67. Supply. These	 tables cover documentation resulting from the management and control of supply operations. 
They Include requismonmg, receiving, issuing, Inventory management, property accounting, stock control, and re-
lated matters. 



136 

ITABLE 67-1 I 
ISUPPLY MANAGEMENT RECORDS I 

R A	 B 

U
 
L If the records are
 

E or pertain to consisting of
 

1	 safekeepmg of military forms required by law for bonding pnvate or 
property	 civil corporations, mstrtunons, or hke concerns 

whtch possess government supphes and equip-
ment 

2	 SAC supply system SAC forms
 

manaaement
 

3	 aircraft distribunon project files of HQ USAF aircraft delivery and 

and assignment con- modificanon mstrucnons and amendments, 
trol AFLC atrcraft assignment directives, and related 

documents-
4	 correspondence, messages, and other records 

related to receipt, assignment, transfer, and dis-
DOSa! of aircraft assigned to MAJCOMs-

5	 locator cards for each aircraft assigned to a 

MAlCOM 

6	 mission capability datly summanes
 

(MICAP) summary
 

hstmgs
-
6.1 

-
7	 monthly summanes and other hsnngs produced 

from soecrlic card decks-
8	 card decks 

8.1	 mtSS10n capability MICAP checklists used to vahdate that no assets 

checkhsts	 are available for use to sansfy pnonty require-
ments 

9 inmal spares support monthly summanes, card decks and related data 

- hsts 

9.1	 monthly summanes, card decks and related data 
apphcable to ISSLS loaded for weapon systems 
supported at indrvidual bases 

10 munmons supply rec- reconcihation reports of mumtrons based on air 

oncihanoas muninons servtceability and location records. 
required bv APR 66-1 

ITABLE 67-2 I
 
IDUE-IN ASSET MANAGEMENT AND CONTROL RECORDS (see note)
 

R A	 B 
U
 
L If the records are or
 
E pertain to consisting of
 

1 due-in assets	 contracts, contract index cards, and related con-
tract instruments 

'--

AFR 12-50 Vol II 30 October 19: 

C	 D 

which	 are then 

return to ongmator In ex-
change for new vahd bond or 
on settlement of property 
accounts 

at SAC supply support of destroy after I year 
mamtenance activttres 

destroy I year after project IS 

completed 

destroy after I year 

destroy 3 months after trans-
fer of aircraft from command 
junsdicnon, or on receipt of 
disposal termmation authority, 
whichever IS sooner 

at Air	 LogIStiCS Centers destroy after I month. 

at other than AIr LogIStiCS destroy 90 days after creation 

Centers 

destroy after 6 months 

destroy immediately after all 
necessary summanes and hst-
mgs have been pnnted and 

venfied 

destroy 3 months after com-
pletion or 3 months after re-
quirement has been satisfied 
lper AFM 67-1 

applicable to all records destroy 60 days after report IS 

exceot those under rule 9 I superseded 

destroy after the directmg 
MAJCOM deternunes that 
applicable ISSL levels should 

be deleted. 

destroy I year after reconcil-
iatron 

C	 D 

which	 are then 

at IMsiSSMs for reporting destroy 3 months after final 
and controlhng due-in payment of contract 
assets from contractor and 
reporting AF acnvines 
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I TABLE 67-2 CONTINUED , 

R A 8 C D 
U 
L If the records are or 
E pertain to consisting of wblcb are then 

1 due-In assets	 contracts, contract Index cards, and related con- at IMs/SSMs for reportrng 
tract Instruments	 and controlling due-In 

assets from contractor and 
reportmg AF acnvinesr--

2 PR/MIPRs	 destroy 3 months after all 
Items have been placed on 
con tract or cancelled>--

3	 due-m asset worksheets prepared for mput to com- destroy on completion of 
puter computer nrocessma~ 

4 due-in asset status cards for each Item	 destroy 90 days after update 
actionr---

5 due-in statistical transaction hsnng	 destroy I year after comple-
non of action. -


6	 due-m requirements data for reports for category I destroy 3 years after close of 
and II R Items bUVIRRvear -


7	 sinpment vanatlon printouts, out-of-balance no- destroy on completion of 
trees, overaze data review and ~te action 

8	 car arnval reporting reports used to uutiate diversions of shipments or destroy 3 months after diver-
records to rmnate immediate reshipments sion or reshipment 

9 shortage report reports transmitted by the depot to a techrucal ser- destroy after 3 months. 
records vtce stock control point, used to deterrrune a 

secondary source of supply 

10 advice of avarlabihty reports by a stock control point to a depot which 

records mdicate a secondary source of supply for Items 
anoeanna on a shortage report 

11 fixed commumcations bills of matenal, shippmg documents, and corre- at servicmg activity destroy 5 years after com ple-
and electronics supply spondence related to supply action against engi- non of action 

neered bills of matenal 

NOTE The term "depot" as used herem refers to all supply establishments mamtamed for the storage and Issue of supphes for domestic or over-
seas supply, such as distribution, key, port stock, filler and reserve depots, and comparable establishments 10 oversea commands 

ITABLE 67-3 ,

IUNIT ORGANIZATION AND MATERIEL CONTROL SUPPLY RECORDS ,-

R A B C D 

U 
L If the records are or 
E pertain to consisting of wblch are then 

1 active umt property alhed registers and files, mcludmg flyaway and en destroy after I year 
records route lots, component records, requisrnons, cus-

tody receipts, requests for ISSue or turn-in marked 
or stamped "custody receipt (ISSUed of a perma-
nent record)," property ISSue and turn-in slips, 
sinppmg and receiving documents, reports of sur-
vey, statement of charges, schedule of collections, 
mventory adjustment vouchers, mechanized pro-
perty accounting cards, and related records re-
flectm transactions occurnn dunn the month 

2 temporary ISSue custody receipts destroy or return to mdrvidual on 
return of ro e 
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ITABLE 67 3- CONTINUED 

R A B C D 

U 
L If the records are or 
E pertain to consisting of which are then 

~ 

3 mactivated urnt 
erty records 

prop- allied register and files descnbed m rule I destroy when mstallation commander 
IS assured that property records have 

been reduced to zero balance, and 
that all property has been turned 10 

to appropnate supply office or oth-
erwise sausfactonly accounted for, 
and he or she has Issued authonty to 
destroy the records 

4 authorizations to destroy the records destroy 
urnt or 
record 

2 years after mactrvation of 
2 years after disposal of the 
whichever IS later 

5 property accounting 
transaction card 

destroy after supply acnon IS com-
pleted and entry has been posted to 
the document register 

6 special measurement 
clothing and ortho-
nedic footwear 

measurement forms destroy 

ordered 

30 days after 
matenal. 

receipt of 

7 accountable records records 
zauonal 
CEMO 

created before conversion of AF orgaru-
equipment records to EMO/BEMO and 

svstems 

destroy I year after all records have 
been reconciled and current mvento-
nes are accurate 

8 supply reporting equipment status reports, reports on supply lev-
els, cntically short Items, other matters which 
affect the mamtenance and receipt of supply 
Items and related naners 

at unit supply for 
submission to 
higher headquarters 

destroy after I year or on 
non of the unit, whichever 

macnva-
IS sooner 

9 packing certificates records wluch certify that proper cratmg and 
packing of equipment have been accomplished 
before movement of a urut to a new mstallanon 

destroy after 6 months 

10 supply inspecnon showdown mspection reports, final mspection 

reports, and related inspecnon papers, pertinent 
to uruts that are outfitted before oversea move-

destroy after I year 

ment 

11 USAF marine equip-
ment allowance and 
checklist 

destroy when boat IS dropped from 
AF inventory and all equipment IS 

accounted for 

12 urnt supply 
IIstlngs 

officer contmumg 
dates each 
sibihtv 

lists showing by name and 
officer's assumed/relmqurshed 

inclusive 
respon-

retire on inacnvanon of urut for 
disposal 12 years after macnvation 

*13 trainmg eqwpment 
ISSue and turn-in 

records relatmg to the request to base supply 
acnvrnes for trammg equipment, notification of 
action taken on request, and return of equipment 
to base supply acnvmes, mcludmg issue/turn-in 
SllDSand related correspondence 

see table 67-11, rule 44 

*14 zero overpncmg letters, 
relatmz 

messages, inquiries and other 
to suspected nricma error 

matenal at customer 
office 

haison destroy I year after case IS closed 

15 

r--
15.1 

urnt record daily document registers at equipment man-
agement office or 
base supply 

at AFT AC GSUs 

destroy 

destroy 

after 

after 

3 months 

2 fiscal_years 

*15.2 urnt record daily document registers and Project 
Management Report (PFMRlOCCR) 
reconcihanon 

Fund 

update and 
at uruts With GSUs 
and at the GSU 
except as in rule 

15 I 

destroy after I year 

16 pnonty morutor report, stock number directory, 
due-out status hstmg, due-m from maintenance 
hstmg, bench stock review, bench stock hstmg, 
special level hstmz 

destroy 

109 

after receipt of updated list-
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ITABLE 67-3 CONTINUED I 
R A 8 C D
 
U
 
L If the records are or
 
E pertain to consisting of which are then
 

17 source records	 forms, I.e, supply control log, records of canru- destroy after I year or when no 
bahzanon, issue/turn-in request, DOD single line longer needed, whichever IS sooner 
Item release/receipt document, Item location and 
status card, temporary hand receipt, nouficanon of 
TCTO kit requirements, quick reference lists, ad-
justed stock level form, and report of packaging 
and handling deficrencies, repairable Item proces-
sing tag, and mput to maintenance repair capabth-
ty repornng, used to order, receive, control, veri-
fy, input, forecast, turn-in, and are not account-
able-18 venfication worksheet	 destroy 3 months after completed 

action If no longer needed for jusnfi-
cation of special levels 

19 custodian records custodian authonzanon/ custodian receipt list see table 67-1\ rule 40 

20 clothmg allowance for mdivtdual mandatory clotlung check (male and destroy when form lacks space for 
Reserve Forces female) next mspecnon and new forms have 

been used for one msoecnon-.a, clothma reauest recerot destrov after I vear 

22 personal clothing record, male/female airman destroy when balances are trans-
ferred to a new form and a final 
statement IS accomphshed ~ 

23 personal clotlung claim and supportmg records at staff Judge advo- destroy 1 year after case IS closed. 
cate offices 

24 customer com- correspondence used to record and resolve cus- at the Customer destroy 1 year after resolution of the 
plamts/mqumes tomer complaints problems or mquines Liaison Office case 

ITABLE 67-4 I 
IBASE STOCK RECORD ACCOUNTS 

R A 8 C D 
U 

L If the records 

E are or pertain to consisting of which are- then 

1	 stock record ac- cards on accountable property transactions destroy I year after equip-
counts to a specific stock record account, or ment has been removed from 

equivalent forms prescnbed in AFM 67-1	 the account (See table 
167-1 for medical stock 
record account) 

2 _(RESERVED)
 

3 _(RESERVED)
 

4 daily document reg- accountable registers prescnbed in AFM prepared by bases operating under destroy after 3 months pro-
isters	 67-1 that rellect specific property trans- the standard base level supply system vided no irregulanties eXISt 

actions (Sperry 110Q-6())-
5 mformanon copies used as a cross- refer-	 destroy when no longer 

ence work file	 needed or on receipt of stock 
number directory, wluchever 
IS sooner 

6 supply document prepared by bases operatmg a man- destroy after 1 year, pro-
rezister ual base supply system vided no irrezulannes exist 

7 document control cards created durmg preparation of daily used by bases operating under the destroy after all necessary 
cards document register	 standard base level supply system ac non IS completed 

(Sperry 110Q-6() to prepare dehn-
quent document hsnngs, assure that 
records requmng review/filmg are 
received in the document control 
section and to ard in cuahtv control'--
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ITABLE 67-4 CONTINUED 

R A B
 

U
 
L If the records
 
E are or pertain to consisting of
 

8 

9 dally transaction accountable registers prescnbed In AFM 

register 67-1 that reflect specific property trans-
actions 

10	 consolidated trans-
action rezister
 

11	 monthly base or
 
medical supply
 
transaction resister
 

12 source records	 Issue/turn-In records, shippmg/recervmg 
records, Inventory adjustment documents. 
USAF excess and surplus property turn-In 
records not used as supporting records (see 

rule 14). and notice of lost or missing 
documents which pertam to accountable-
type transactions and contain valid docu-
ment numbers-

13 

14 supporting records	 reports of survey. statement of charges. 
cash collection vouchers, DOD single line 
release/receipt document, USAF excess 

and property turn-In records. and any 
other records needed to support each entry 
on transaction and document register-

14.1	 local purchase (LP) receipt records 

-
15	 records not Included In rule 14 or 14 I 

16	 adjusted stock level original COpies 
records 

l---
17
 

-
18	 suspense COpies 

AFR 12-50 

C 

which are 

used by bases operatmg under the 
PCAMIB263 or other supply system 
to prepare a document register. pre-
pare IIstIDgS covenng overage docu-
ments, for followup purposes. and to 
prepare mecharuzed supply actrvrty 

reoorts 

prepared by bases operating under 
the standard base level supply system 
(Sperry 1100(60) 

identified In AFM 67-1 to be held 

all except records to be held as 
prescnbed In AFM 67-1 

idennfied In AFM 67-1. vol II. Part 
One. Chap 3. vol II. Part Two. and 
vol V 

Identified m AFM 67-1. vol II. Part 
Two 

at imtiatmg acnvmes 

Vol II 30 October 1987 

D 

then 

destroy after I year. pro-
vided no irregulannes exist, 
or when replaced by a con-
sohdated transaction register 
and accuracy and complete-
ness of consolidated transac-
non register have been 
venfied 

destroy after I year. pro-
vtded no irregulannes eXISt 

see table 167-1 

destroy after I year 

destroy after recording In 
document/transacnon reg-
isters and completion of qual-
ltv control 

destroy after I year (see table 
175-2) 

destroy 6 years and 3 months 
after final payment provided 

there are no discrepancies for 
which corrective actions are 
prescnbed by AFAFC (see 
note) 

destroy after recording on 
dally transaction and docu-
ment registers, and after qual-
Ity control check IS com-
loleted (see table 175-2) 

hold as long as established 
levels are in effect. then de-
strov 

destroy upon receipt of ap-
loroved current renezonauon 

destroy on receipt of ap-
oroved	 COOY 
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ITABLE 67-4 CONTINUED I 
R A B C D
 
U
 
L If the records
 

E are or pertain to consisting of which are then
 

19 outdated COpies destroy on receipt of revised 

- form 

:zo revalidation decks destroy outdated cards when 
reo laced bv later cards 

21	 Uruform Matenel prepared by bases operating under destroy 90 days after
 
Movement Issue the standard base level supply system monthly cutoff
 
Pnonty System (Sperry IIQ0(60)
 
(UMMIPS) sur-
veillance hstmzs
 

22	 recurnng hstmgs destroy on receipt of new
 
and reports not hstmgs or reports, or after all
 
covered elsewhere analytical and management
 
m tlus table purposes are served. or as
 

required in AFM 67-1.
 
whichever IS later
 

13 obsolete Object object cards replaced by a later change or at each base operating under the process under AFM 67-1.
 
deck file deleted from the system standard base level supply system vol II, Part Four, chap 13
 

(Sperry IIQ0(60) (Authonty. table II-I, rule
 

4)
 

24 program bank those tapes returned to AFDSDO-

change tapes SCCR-2 on comnlenon of processing
 

24.1	 supply file dump those tapes erased and reused by the base
 

tanes oer AFM 67-1
 

24.1	 AD PM work re- forms used to request nonrecurnng or as destroy when no longer
 
~ests required comouter oroducts needed
 

24.3	 program release assembly and squeeze release sheets and destroy release sheets when 
sheet files	 related documentation used to control the applicable program IS re-

application of computer programs m the moved from the obsolete ob-
SBSS operanon beer deck files. 

15	 standard operatmg forms maintained on an annual basts destroy after I year
 
supply system
 
trouble reports
 

16	 account files mdividual files of personnel authonzed to destroy I year after super-

receipt for property, supplies and spares seded or obsolete.
 
contammg current and noncurrent speer-
men signatures, name, grade and orgamza-
non of account custodians, and waivers
 
granted for use of stamps when numerous
 
repetitive signatures are required
 

1:1	 local purchase- cards and related data which provide a held by supply representatives who destroy mdrvidual cards
 
Item/procurement complete descnpnon, procurement history, act as batson between base supply when obsolete, superseded or
 
history file previous pnces pard, and available sources and procurement on all supply mat- macnve, as determmed
 

for local purchase Items, prepared by pro- ters mvolvmg procurement locally 
curement personnel 

18	 nuclear weapons supply records or matenel conner receipts destroy 7 months after audit
 
stock record ac- filed as required by AFM 67-1, vol I. Part of the account.
 
counts One chao 18
 

19	 weapons and punch cards prepared on each weapon and add to history file when
 
COMSEC equip- each Item of COMSEC equipment re- weaponiCOMSEC equip-
ment control files qwnng senaltzed control and reporting ment IS no longer on Item
 

which are active and represent all weapons record 

controlled Item code N Item and COM-
SEC control cards for each NSN WIth 
MMC of CA Item record and detail bal-
ancesf---
held for historv and research	 ourooses destroy after 2 years ~ 
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ITABLE 67-4. CONTINUED 

R A B C D 

U 
L If the records
 

E are or pertain to consisting of which are then
 

31	 reconcrhanon reports. senal number hstmgs, destroy when superseded. ob-
and comparable management products pre- solete or no longer needed
 
pared from weapon and COMSEC equip-
ment control cards
 

32	 base materiel/sup- stock fund mventory management report at bases operatmg under the standard destroy 2 years after close of
 
ply automated sys- and stock fund stratificanon program base level supply system (Sperry fiscal year or when no longer
 
tem (Sperry 1100(60) needed. whichever IS later
 
1100-60
 

33 conversions audit	 accountable record pertaming to satellite at Standard Base Supply Systems destroy after I year 
hst (R22)	 rehommgs, conversion from any other sup- activities
 

ply system to Standard Base Supply System
 

(SBSS) establishment of new supply
 

NOTE AFOs will advise If there are outstanding discrepancies withm the specified retention penod. In absence of such advice, destroy the 

records at the end of the retention penod 

ITABLE 67-5 I 
ITABLE OF ALLOWANCE/AUTHORIZATION RECORDS 

R A B C D 
U 

L If the records are or 
E pertain to consisting of which are then 

1 table of allowance records accumulated by the air logisncs centers on weapon systems destroy 2 years after the system for 
(T/ A) records	 (ALCs) offices of record in estabhshmg, chang- (aircraft, missiles, etc) which the T / A was established IS 

mg and mamtammg tables of allowance data no longer in the AF inventory or 8 
(I e. SERDs, correspondence, etc) years after the publication date. 

whichever IS sooner -
2 on nonweapon-type destroy 2 years after the T / A has 

systems been cancelled or 6 years after pub-

- hcanon date whichever IS sooner 
3 records mamtamed by using acnvity	 destroy when superseded or
 

obsolete or on receipt of a revision
 

notice
 

*4	 allowance/authonza- approved copies which are within estabhshed destroy after nonfymg the custodian
 
non change requests allowance and approval authonty IS wmg level and all possessing actions are com-
and custodian re- or lower. do not require approval under tern- plete
 
quest/receipt (see porary authority, miscellaneous allowance
 
note) source codes specified m section a, AFR 0-10.
 

do not recommend changes to allowance docu-
ments, and copies used for other than request-

mil chances m authonzations
 -

*4.1 approved copies for requisitionmg office furrn- see table 67-11
 

- ture
 

*5	 approved copies which are authorized under at other than hold with supporting records for as
 
miscellaneous allowance source codes specified MAlCOM equipment long as the authonzation remains in
 

in AFR On 10, section A. and do not require management office effect, or appears on a Consohdated
 
approval under temporary authonty Listmg (CL) validated and SIgned
 

by the appropnate cernfymg official, 
then destrov-

5.1	 at MAlCOM equip- destroy after I year
 
ment management
 
office
-

*5.2 validated and SIgned CL destroy when obsolete or when 

- superseded bxa new CL 
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I TABLE 67-5 CONTINUED I 
R A B C D 
U 

L If the records are or 
E pertain to eensistmg of which are then 

6 approved COpies recommending changes to	 destroy when Item published In the 
allowance records allowance document and changes 

are reflected in the equipment 

- authonzation inventory card files 

·7 COpies approved under temporary loan au- destroy after all precessing actions
 

- thontv or pertain to rental of ecumment are comolete
 

8	 approved COpies wluch hst medical orgam- hold as support documentation for 
zanon requirements approved by the the increased authonzation, annu-
MAlCOM ally, on receipt of approved copy of 

the consohdated hstmg (CL) from 
the MAlCOM, Iile the approved 

forms that support authorization 

changes and winch are in the 
approved CL With accountable 

records of the past FY, and dispose 
of according to table 67--4-

·9	 approved COpies wluch are in an estabhshed at other than hold With supporting records for as 
allowance and approval authonty IS W AB MAlCOM equipment long as the authonzanon remams m 
CEMO, WAB AFLC, or W AB USAF management office effect or no longer requires W AB 

CEMO, W AB AFLC. or W AB 

USAF approval In apphcable Table 
of Allowance, or appears on a Con-
sohdated LISting (CL) vahdated and 
Signed by the appropnate certifying 

official then destrov-
·9.1 vahdated and Signed CL	 destroy when obsolete or when
 

superseded by a new CL
-
10	 at MAlCOM equip- destroy after I year
 

ment management
 
office
-

11 disapproved COpies	 destroy after nonfymg the custo-
dian
-

·12 COpies used for suspense actions when request destroy when all actions are com-

- requires aooroval above wmz level nlete
 

·13 ~SERVEDl
 

14 control registers used to assign numbers to destroy after I year provided no
 

control records during processmg irregulannes eXISt (see table 175-2)
 

·15 Custodian Author- CA/CRL's and approved Custodian Designa- at equipment manage- destroy when obsolete or super-
izanon/Custodian tion Letters ment section seded
 
Receipt List
 
(CA/CRL)/approved
 
Custodian Designation
 

Letter
 

I TABLE 67-{j

I DEPOT ACCOUNTABLE SUPPLY RECORDS (see note) 

R A B C D 

U 
L If the records are 
E or pertain to consisting of which are then 

1	 stock record ac- cards, hsnngs, drrectones, messages, correspondence destroy 6 months after master
 
count control rec- assignment notices used to establish, Identify, change file has been updated
 

ords and assign a specific account control number to a
 

snecific acnvitv-
2	 correspondence and messages used for issuing terrm- destroy after 1 year (see table
 

nation notices 175-2)
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ITABLE 671 CONTINUED 

R A B C D
 

U
 

L If the records are
 
E or pertain to consisting of which are then
 

3	 air lOgIStiCScenter base stock status reports at supply depots destroy after 3 months
 
(ALC) supply
 
status reporting
 

4 contractual records	 provisromng Iustoncal record, spare-spare parts, AGE at SSM and/or EAIM for destroy on receipt of contract 
order and correcnon sheet, aircraft-engine, equipment under procure- completion notice. 
electroruc-ARMA programnung check hst, nnsstle ment, and cover the tune 
and drones programming check list, spare parts provi- from the award of the 
siomng statement of policy, design changes, design letter contract to the end 
change lists, and related records of the definite contract -

5	 at all other supporting ac- destroy I year after comple-
tIVltles non of nrovisionma suoeort 

6 provisionmg lists	 production lists, prebmmary group assembly parts lists held by system/end destroy 3 years after receipt 
(pGAPL), provisronmg parts breakdown (PPB), re- arttcle/recoverable Item of contract completion state-
coverable Item breakdown (RIB), and comparable managers at ALCs ment. 
records for future procurement use on follow-on con-
tracts-

7	 at all other supporting ac- see rule 5
 
nvines
 

8	 records of provi- comments relative to the availabihty of data (such as atHQ AFLC destroy 4 years after date of 
stoning meetings	 drawmgs and specifications, programmmg data on provisiomng meeting or when 

which provisiorung action was based, all matters of no longer needed, whichever 
Importance or agreements made dunng the meetings IS later 
and concurrences or comments of recipient com-
mands as to the adequacy of the provtsionmg team 
action)I--

9	 at SSM/EAIM ALC and destroy on receipt of contract 
other sunportma acuvines comolenon statementr--

10 mformanon copies	 destroy when no longer
 
needed
 

NOTE. The term "depot" as used herem refers to all supply establishments mamtamed for the storage and ISSueof suppltes for domestic or over-
sea supply, such as distnbunon, key, port stock, filler. and reserve depots. and comparable establishments m oversea commands. 

ITABLE 67-8 I 
IINVENTORY CONTROL RECORDS 

R A 8 C D 
U 

L If the records are 
E or pertain to consisting of which are then 

1	 exception. error and annotations of action taken from premventory loca- destroy I year after final acnon
 
control ADPE lisnnzs non survev and all tvoes of surveys
 

2	 manual cards and destroy when no longer needed
 
records, notifications,
 
and mformanon hstmgs
 

3 research records not used to suneort inventorv adjustments destroy after I year
 
4 special inventory re- used for inventory adjustment destroy after 2 years
 

quests and related
 
records
-

5 not used for mventory adjustment	 destroy after I year 
6	 inventory adjustment standard base supply systems inventory adjustment destroy after 2 years or when no
 

or accountable adjust- hstmgs used to adjust item/detail records balances. longer needed. whichever IS
 

ment records nrocessed per AFM 67-1 vol II Part Two chao 12 sooner (see note)
 
7 inventory count card. punch cards or warehouse location vahdations pre- destroy when no longer needed,
 

DOD physical mven- pared and accomphshed as part of cychc/special in- or after cycbc/special inventory,
 
tory records. base ventory wluchever ISsooner
 
warehouse locator/in-

- ventory count card
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ITABLE 67-8 CONTINUED I 
R A	 B C D 
U 

L H the records are
 

E or pertam to consistmg of which are then
 

8	 manual forms and cards associated with supply inven- destroy I year after count date.
 
torv other than standard base suoolv svstem
 

NOTE: Records on certain Items, listed m AFM 67-1, are retained as required by other governing directrves
 

ITABLE 67-9 I
 
ISTOCK CONTROL AND DISTRIBUTION RECORDS (see note)
 

R A B C D
 
U
 

L H the records
 

E are or pertain to eonsisnng of which are then
 

1 source records	 credit/debit records, matenal mspecnon and re- pertment to accountable-type trans- destroy after 2 years
 
ceivmg reports, DOD single hne Item release/receipt actions and contammg valid record
 
records, and records beanng evidence (signature, numbers, but are not mechanically
 
dates, stamps, etc) of actual movement of matenel or received for direct input to the com-

Partial ISSue of denial puter
I--

2 key punched, wntten, telephoned, or teletyped requi- data processed and are reflected on destroy on completion 
sinons, and related records transaction registers of computer processmg 

and machine audit. 

3 transaction reg- daily transaction registers pertaimng to cost category generated by ADPE systems and destroy after 6 months.
 
isters I and manager review Items accumulated by IMs, SSMs, and base
 

support activities
 

4	 weekly transaction registers pertauung to cost cate-
zorv I II and III Items
I--

5	 month1~ transaction r~ters destroy after 2 years. 

6	 monthly com- data received, date of action, transportation data,
 
pleted requisr- costs, and related correspondence, maintamed in
 

non hstmgs record number sequence, used for research and
 

analytical studies by IMs, SSMs, and base support
 
activmes
 

7	 completed debit hstmgs of record numbers, action, quantity, SIte, con- weekly merge hsnngs destroy on receipt of
 
and Inventory dition, consignor, and related records monthly merge lisnngs,
 
adjustment
 
merged hsnngs
"-

8	 monthly merge hst10gs destroy after 2 years 

9 ADPE output operational pnntouts for error detection, venficanon, dally, monthly, and quarterly hsnngs destroy on assurance of 
printouts suspense action, negative balances, and other and reports for review analysis and computer processmg. 

nonaccountable-tvoe actions corrective actionI--
10	 management pnntouts of monthly availabihry hstmgs, destroy after I year
 

master analysis reports, controlled exception analysis
 

reports, stock control and distnbunon analysis
 
reports, zero balance nouficauons, and other manage-
ment-tvpe data
---11 AFLC hstmgs (cards and reports) for local tenant monthly hstmgs 

(off and on base) support pertammg to completed re-
distnbunon orders, requismon management of central 
and base procurement Items, transaction occurrence 
reports, apphcanon of asset reports, requirement and 

inventory statements, and related records~ 
12	 ~uarter1v bstmzs destrQY after 2 years. 

13 PCAM cards cards generated by activrnes using the destroy 1 year after
 
and hstmgs PCAM system, and cover the mfor- preparation of hstmgs
 

manon In rules 9 through 12
-
14 hstmzs	 and related records destroy after 2 years 
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I TABLE 67 9 CONTINUED-
R A B 

U 

L If the records 

E are or pertam to consISting of 

15	 stock balance cost category I and II reports, general purpose sum-
and consurnp- mary cards, magnetic tapes, hstings, SSM control 
non records system files, transmittal sheets, master control 

records, erroneously reported Item hst, asset data, 
requirements data history files, and comparable spe-
cial reports prepared and submitted by SSMs, IMs, 
and base support activines of AMAs to collect 
worldwide AF usage (consumption) and asset (mven-
tory) data on which future requirement programs 

may be based and centralized control mamtamed 
over AF centrally procured Items-16 

-
17 

-18 

19	 supply effec- command request analysis, unnal request actions, 
trveness reports	 processing tune, adjustment actions, hne Item 

requests, receiving records, prpelme time, depot sum-
manes, Item status, and other management reports, 
sequenced as required for review, analysis, and 
corrective action-20 

21 supply support cards or other records used for local control and 

control records suspense 

-22 

-
23 

r--
24 

r--
25 

26 Principal and Inventory report of principal and secondary matenel 
Secondary Item Items, mcludmg stock funds 
report 

NOTE The term "depot" as used herem refers to all supply establishments 

C	 D 

which are	 then 

monthly reports at ALCs and AF destroy after next 
reporting acnvines reporting cycle 

quarterly reports sent to resident destroy retained COpies 
auditor after submission of following when no longer 
quarterlv report needed 

IMI ALC consolidated reports	 destroy requirements 

data history file after 
Iyear 

destroy after 3 years, 
except see rule 17 

at MAJCOMs destroy after 5 years 

at other than MAJCOMs destrov after 1 vear 

war readiness matenel (WRM) destroy when the 

spares and spare parts requirement WRM requirement IS 
card file deleted for a specific 

organization or re-
placed by a new 

llchanlli card 

floating spares requirement and destroy when depot 
Justification file maintenance require-

ments no longer exist 
for the Item 

marine engine Iustory file destroy 3 months after 
Item IS dropped from 
base support Inventory 

govemment-owned cylinder records destroy I year after 
accountability for the 
stock numbered Item 

has been terminated 

returnable container records destroy 6 months after 
containers have been 
returned to vendor and 

activtty has been re-
heved of property 

resoonsibihtv 

destroy after 3 years, 
or when no longer 
needed, whichever IS 
sooner 

maintained for the storage and Issue of supphes for domestic or over-
sea supply, such as dismbunon, key, port stock, filler and reserve depots, and comparable establishments In oversea commands 

I 
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I TABLE 67-10 

I SUPPLY CONTROL RECORDS 

R A B C 

U 
L If tbe records are 

E or pertain to consisting of wbicb are 

1 control and suspense	 reqursmons, shippmg orders, purchase requests, ship-
files	 ping records, status records used for information and 

control purposes, do not affect the accountable bal-
ance and are not filed With the stock accounts 

2 supply reporting rec-	 cards, hstmgs, change notices, supply status reports, 
ords	 and related data for reference and informational pur-

poses, are not subject to audit, and are not covered 

elsewhere 

3 supply reference rec- specifications, supply catalogs, pubhcanons card at installations 

ords indexes, code indexes, equipment hsts, and related 

reference aids 

4 output products hstmgs, cards mechanically produced, and are not 
covered elsewhere 

5 data services opera- hbrary tapes, service tapes, work tapes. program flow 

nonal records charts punched cards and writeup mstrucnons 

ITABLE 67-11 

EQUIPMENT MANAGEMENT SYSTEM 

R A B C 

U 

L If the records are or 
E pertain to eonsisting of which are 

1 organizational records	 minutes of equipment review panels, eqwpment at MAJCOMs and major 
unhzanon surveys, comparative analyses, review subordinate commands 

and evaluation studies, allowance document re-
Views, and related records 

-
2 at bases 

3 reporting orgamza- mecharuzed cards, tapes and/or hstmgs which 

nonal file (ROF) reflect equipment reporting status of each AF 

orgamzation and wartime addinve mission that 
r~wres eqUlp!Ilent support -

4	 USAF master ROF 

5 (RESERVED) 

6 (RESERVED) 

7 base equipment master monthly file report, which mcludes cards and/or at BEMO 

file (BEMF) tapes and hstmgs which are edited and corrected 

r-- before submission to CEMO by BEMO 

8 

I---
C) created under the standard base level supply sys-

tern (UNIV AC I05~IO and used for management 
and audit purposesr--

10	 records descnbed m rules 7 and 8, zero balance 

registers and authonzanon records used to clear 
the property account when an actrvity IS mac-
trvatedI---

11 authonzanon records used for venficanon that the 

property account has been	 cleared 

147 

D 

then 

destroy on completion of 
requismon 

destroy after next reporting 
cycle 

destroy when superseded or 
obsolete 

destroy when superseded	 or 
no lonzer needed 

destroy when superseded, 
obsolete or no longer needed 

D 

then 

destroy after IO years (EX-
CEPTION. destroy analysis 

source matenal and physical 
inventory reports when no 
longer needed) 

destrov after 2 vears 

destroy 1 month after super-
seded. 

destroy 1 year after super-
seded 

destroy BEMO hstmgs after 1 
year. 

destroy cards after corrective 
actions have been annotated 
on the monthly hstmg 

destroy after 1 year 

destroy all property records 
on macnvanon of an activity 

or when directed by the com-
mander 

destroy 2 years after macu-
vation of activity or 2 years 

after the reports have been 

destroved 
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ITABLE 67-11 CONTINUED 

R A 
U 
L If the records are or 
E pertain to 

12	 audit trail records 

13	 MEMO files 

i4 
thru (RESERVED)
 

17
 

18	 register equipment 
management (REMS) 
records 

19 
thru (RESERVED)
 

10
 

21	 register equipment 
management (REMS) 
records~ 

22 

23	 non-REMS senahzed 

inventory equipment 
recordsr--

24 

25	 equipment manage-
ment balance register 
fEMBR) 

26 !R.ESERVEDj 

27 warranty or guaranty 
records 

28
 

thru (RESERVED)
 
30
 

*31	 equipment manage-
ment reports, redistri-
button orders (RDOs). 
transfers and loans 

32 personal clothing and 
equipment record, and 

r-- comparable forms 

33 

r--
34 

r--
3S 

"---

B 

consisting of 

document control registers, suspense document 
files, completed document files, and apphcable 

adjustment records removed from the BEMO for 
updatmg and showing the audit trail stamp 

vehicle authonzanon hsts used to dissemmate the 

specific authonzauon for a given unit or function 

vehicle allocation and distnbunon records used to 

distnbute vehicles agamst valid shortages and are 
summanzed (kmd and quantity) 

worldwide master control file 

custody receipt hsnngs and related data used to 
control senahzed equipment 

changes to the basic file 

hstmgs of all base equipment master card files 

mdicatmg out-of-balance condrtions between cus-
todv receiots and reoortable records 

forms, correspondence, and related records which 

specify the penod of time a warranty or guaranty 

Item may receive free parts replacement and/or 
maintenance service 

machme-punched cards, listings, supply support 
reports, and comparable-type reports relating to 
equipment surveillance, control, Identification, 
changes, accounting, redsstnbunon, monetary 

obhgatlons vehicles authonzanons lists etc 

personal clothmg and equipment record and com-
parable forms used for ISSue of personal clothmg 

and equipment 

ongmals 

retained COpies 

C D 

which are then 

destroy I year after comple-
non of action 

see table 167-1 

destroy I year after comple-
non of last report 

destroy 1 year after distn-
bunon of the vehicles 

at the 1M destroy after 10 years 

destroy when superseded. 

destroy when action IS com-
lnleted 

destroy I year after super-
seded 

destroy after expiranon of the 

warranty/guaranty penod 

destroy I year after action IS 

completed or I year after 
equipment has been returned 

to ongmal base 

at EMO/BEMO and bal- destroy when balances are 
ances are transferred to a transferred to a new form 
new form 

destroy when a joint satisfac-
tory inventory and Signed 

certificate IS accomphshed 
between the mdividual and 
the servictng EMO/BEMO 

at EMO/BEMO and in- send to CBPO In & Out Proc-
dividual IS reassigned per- essmg Umt for disposmon per 
manent change of station AFR 35-44 (see table 35-1, 

rule 1 and 1 \) 

the losing EMO/BEMO de-
stroys 6 months after the ong-
mal has been forwarded (rule 
34) 
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ITABLE 67-11 CONTINUED 

R A B C D 
U 

L If the records are or 
E pertain to consisting of which are then 

36 signed copy at EMO/BEMO and m- send to CBPO Reenlistment & 
drvidual IS discharged. Separation Umt for disposrtion 
released from active duty. per AFR 35-44 (see table 
or personal retention re- 35-1. rule I) 

f--- cuirement IS terminated 

37 ongmals retained by individual destroy 6 months after turn in 

equipment funcnon after of all equipment. 

f--- events in rule 36 

38 equipment record for emergency deployment per- destroy when Items are re-

f--- nnent to cost catesorv II Items turned to the custodian 

39 registers of expendable and nonexpendable, non- at mdrvidual equipment destroy 90 days after date of 
returnable Items function last entry 

J' 
40 equipment custodian Custodian Authonzation/Custody Receipt Listmg custodian COpies destroy superseded material 

file (CA/CRL) and weapons senal number hstmg upon receipt of updated list-

f--- mzs or information J. 
·41 mformanon file on office machmes, temporary destroy when no longer 

Issue receipts. requests for purchase. and warran- needed 

ty/guaranty records. adjustment records. records 
pertammg to inventory actions, that IS. govern-
ment property lost or damaged (GPLD). reports 

f--- of survev. etc 

·42 suspense COpies of custodian requests/receipts hold With suppornng record 

which require approval above wmg level or spe- unnl all action IS complete. 
cial base level coordmanon then file 11in the completed 

) f---
·43 COpies of custodian 

proval above wmg 

requests 

level or 
which 

Special 
require ap-
base level 

file 

destroy upon receipt 
CAlCRL or 90 days 

of new 

after 
coordmation, receipts and other records which Issue date 

affect the CA/CRL balance. and dally document 
register (004) 

·44 traming equipment records relanng to the request to base supply destroy on turn-in of equip-
ISSue and turn-in activities for traming equipment, notificanon of ment 

action taken on request. and return of equipment 
to base supply activtties, includmg issue/tum-in 

slips and related corresoondence 

·45 equipment custodian Custodian Request Log destroy after I year, ear her 
file disposinon authonzed, If no 

t---·46 approved COpies of requests for office furniture 

lon~er 

destroy 

needed 

after I year 
which recuire approval by the umt commander 

ITABLE 67-12 I 
I MATERIEL UTILIZATION PROGRAM RECORDS 

R A B C D 

U 
L If the records are or 
E pertam to consisting of which are then 

1 requirement and asset data summary products at the matenel uuhzanon destroy after 2 years 

registered m the D067 control office (MUCO) 
system 

destroy after I year 

excess Item data destro after 6 months 

roducts destroy after 2 years 
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ITABLE 67 12- CO~D 

R A B C D 

U 
L If the records are or 
E pertain to consisting of which are then 

......L excess action hst 

-L status of excess 

.-L excess review hstmzs destro~ after I vear 

-L excess record deletion hstm~ destroy afterj)l!I"PO~e served 

9 documentation ID rules 7 and 8 at the AF Item manager's destroy after 6 months --- office 

10 mterrozanons destrov after I year 

11 excesses available ID De- referrals destroy after 6 months 

fense Property DIsposal 

:-- acnvities 

12 at the MUCO destroy after 2 years. 

13 matenel unhzation reports all 

14 excess Item transaction 0050 system monthly summary of excess Item destroy after I year 
data transfers 

15 Reclamation Program products from 0067 and other systems inter- at the MUCO, system destroy after 2 years. 
face to facihtate reclamanon processes, reports manager/mventory 

of reclamation schedules, status, manager office 

condemned/not found data, and completed 
save lists 

16 excess contractor mven- inventory schedules, transrmttmg correspond-
tory (production contracts ence and correspondence applicable to indi-
only) VIdual plant clearance cases contammg excess 

production contractor mventorv property 

17 component Item screenmg product from 0049/0067 interface to facih- destroy after 1 year 
tate component Item screerunz 

18 0049/0067 reject listing government furmshed matenel Items that failed at the MUCO 
screenm~ cntena or no match on 0049 system 

19 0049/0067 buy Item component Items that meet the cntena for at the MUCO, system 
component availabihty hst- offering as government furnished matenel manager/mventory mana-
mil: zer office 

20 government furnished AFLC/AFSC forms on imnal OFAE support at the MUCO destroy after 2 years 
aerospace equipment request, OFAE spares, spare parts and equip-
(OFAE) project folders ment requirements 

21 government furmshed data by end Item mcludmg list of components 
matenel (OFM) project to be supphed as OFM 

folders 

22 OF AE reject reports monthly report of Items being rejected by con- destroy after I year. 
tractors 

23 0034 products list of Items m the MUCO account and used 
for inventory adjustment 

24 government-owned special copies of contracts, amendments, and storage at the MUCO, inventory destroy after 2 years 
toohng/special test equip- agreements manager/system 
ment (ST /STE) and spe-
cial toolmg test eqwpment 
management system 

r--- (STTEMS) (COI7) 

25 inventory hstmgs destroy when superseded or 

r--- entered mto C017 

26 screenmg reviews hstmg destroy I year after comple-

r--- non of review 

27 keypunch source records and exceptions destroy when validated by 

r--- recemt of a transaction hst 

28 transaction lists destroy 3 months after date of 

'--
processlDlZ 
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ITABLE 67-12. CONTINUED 

R A B C D
 

U
 
L H the records are or
 
E pertain to consisting of which are then
 

29 ST /STE shipping list other than disposal destroy when ST /STE IS
 

returned to stora e site
 

ST /STE shippmg list for disposal
 

ST /STE transaction re sters 

interrogation replies destroy when superseded or 
no longer needed, whichever 

33 validated file establish	 nntouts 

ITABLE 67-13 I 
I STRATEGIC AND CRITICAL MATERIAlS RECORDS
 

R A B C D
 

U
 

L	 H the records are or • 
E pertain to	 consisting of which are then 

1 seizure records	 requisinons by Admuustrator of Export Control, requisi- destroy after 12 years
 

lions by Office of Export Control, and correspondence on
 

the seizure and slupment of matenals related to requisi-
nons ISSUed by the government ordenng seizure of cer-
tam matenals as necessary to the government, and direct-

Ing shipment of the matenal to s~eclfied destmanons
 

2	 strategic and crincal voucher files (incommg talhes and manual stock record destroy 2 years after final
 
matenals program rec- cards), shrpping instructions, receiving r~ports, reports of out-shipment of matenals,
 
ords matenals on hand, Inventory reports, and related corre- provided GSA IS furnished a
 

spondence mcident to storage, secunty, and maintenance list of the records to be de-
of strategic and cntical matenals on military reservations stroyed 90 days before de-
pursuant to Public Law 520, 79th Congress struction date so that GSA 

can verify the adequacy of 
their records If no objection 
to disposal of records IS mdi-
cated withm the 9o-day per-
IOd destroy the records 

ITABLE 67-14 I 
I SPECIAL PROGRAMIPROJECT RECORDS
 

R A B C D
 

U
 

L H the records
 

E are or pertain to consisting of which are then
 

1	 requtsinorung requisinons, shipping orders, and related correspondence at MAJCOMs in connec- destroy after 2 years 

from ANG, State Guard, and AFROTC orgaruzanons	 lion With approving and 
transrmtting supply requi-
smons to sunnlv actrvities 

2	 supply directive directive memoranda, sluppmg tickets, Item hsnngs, at HQ AFLC/LM destroy 90 days after deadlme
 

and Special proj- backorder fiJes (Item card), case and Item files, tabulated date.
 
ectrecords hstmgs, cards, and related correspondence pertinent to
 

integrated movement of AF supphes and equipment to
 
support special programs/projects
r--

3 at other than HQ destroy 6 months after cancel-

AFLC/LM latron notice has been Issued
 

by the morntonnz activity
 

4	 logisncs orders register of LOs numbers at HQ 1035th Technical destroy 3 years after closeout 
(LOs) Operations Group I-
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ITABLE 67-14. CONTINUED 

R A B C D
 
U
 

L If tbe records
 
E are or pertain to consisting of wblcb are tben
 

5	 numbered LOs, hstmgs of equipment and supplies, LO
 

amendments, and related correspondence ongmated and
 
used to direct and control shipments of orgarnzanonal
 
resources to specified locations
 

I-	 --:--t...;a"'t...;s=u::a::d;,;r"'o.:.:ni"-=d=e.:ta::;:c;,;h::.m::e:;n::.ts:::""_I year afterdestroy closeout.
1
 

6 monthly LOs status reports at acnvines in rules 4 and
 
5 I above 

ITABLE 67-15 

IENGINEERING DATA	 DISTRIBUTION AND CONTROL RECORDS 

R A	 B C D 
U
 

L If the records are or
 
E pertain to consisting of which are then
 

1	 record COpies of official nucrofilm copies of form 2 and 3 specifications, at USAF engineer- destroy after related system, sub-
engmeermg records per- standards, exhibits, parts lists, indexes, related mg data repositones system or equipment IS removed
 
taimng to rmssile, aero- mformauon and form I, 2, 3, dimensioned en- from active AF inventory, or 12
 
nautical, nonaeronauncal gmeermg drawings years after the last related system,
 
systems, subsystems or subsystem or equipment IS purchased
 
equipment (delivered and accepted by the AF),
 

whichever IS later (see note 1)f--
2	 copies of form I, 2, 3 undrmensioned engineer- destroy upon macnvanon of the
 

mil: drawings on stable base matenal drawmz (see note I)
 

3	 ongmals of official engr- form 2 and 3 specifications, standards, exhibrts, at AF design actrv- destroy 35 workdays after date of
 
neenng records (except parts lists and form I dimensioned engmeermg ines on which weekly actrvrty report announcmg
 
category II modifications) drawmgs approved changes the drawing as inacnve, provtded a
 

are	 recorded microfilm copy IS on file at 
, AFALD/PTD (see note 1)f--

4	 form I undimensioned engineering drawings destroy after related system, sub-
(see note 2)	 system or equipment IS removed 

from active AF inventory, or 12 

years after the last related system, 
subsystem or equipment IS purchased 

(delivered and accepted by the AF), 
whichever IS later (see note 1) 

5 mformanon copres of at base EDSCs and destroy when superseded, obsolete,
 
engmeering drawings in reference files macnve, or when no longer needed,
 

whichever IS sooner (see note I)
 
6	 prelunmary and expert- drawings prepared by AF or contractor see table 80-2
 

mental engmeenng draw-

mas
 

7	 category II modificanon missile, aeronautical engmeenng drawings, see table 57-2.
 
drawmzs speCIfications oreoared byAFSC activmes
 

*8	 engmeenng data authon- AF Forms 1147 and 1149 and related forms destroy when obsolete, superseded,
 
zanon to receive, requisi- or no longer needed.
 
non and mvoice/shrppmg
 

document, and request for
 
data forms
 

NOTES 

Destroy all paper pnnts and microfilm reproductions in both reel and card form m any manner that Will render the documentation useless (see 
AFR 12-50, volume I, paragraph 4-10) (EXCEPTION AFLC WIll transfer the nucrofilm record copy of macnve or obsolete engmeenng data 

on aircraft to the Air Force Museum after retention penods specified above have expired The Air Force Museum Will not release or disclose any 
data outside the government for which the ownership has been transferred to that organization, and IS responsible for any reproduction of the data 

The AIr Force Museum will insure protection of an) propnetary data in accordance With AFR 12-30 and Will so inform any other government 
agency that IS provided data by the AIr Force Museum of the government agency's responsibrhty to protect such data) 
2. The AF record copy of undimensioned drawings Will be retained m their ongmal format and not reduced to micronlm or other mrruatunzanon 
procedures 
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ITABLE 67-16 I 
IAlRCRAFfIMISSILE STATISTICAL AND HISTORICAL RECORDS 

R A B C D
 
U
 
L If the records are
 
E or pertain to consisting of which are then
 

1 aircraft statisncs cards, hstmgs, reports, gam and loss data, senal nurn- at HQ AFLC and destroy when no longer needed
 
bers, Inventory other AFLC activ-

ltIes
I--
2 at HQ USAF destroy when no longer needed 

or after 4 years, whichever IS 
later~ 

3 subsidiary reports	 destroy when no longer needed
 

or after 6 months, whichever IS
 

sooner
 
4	 mdrvidual master air- cards used to account for all aircraft/missiles/drones, at HQ AFLC and retire as permanent (see note)
 

craft/missile/drone his- and wluch reflect all changes while m the AF mven- HQ AFSC
 

toncal cards tOIY
 

NOTE. Offer to the National Arcluves m 5-year blocks when most recent document IS 25 years old 

68.	 Redistribution and Marketing. These tables cover records pertairung to utihzation, conservation, or other disposi-
tion of personal property and exchange or sale of property in the custody of the AF Property DISPOSal Officer (not 
applicable to records covered in 67-senes tables). 

ITABLE 68-1 I 
ISALES CONTRACT RECORDS I 

R A B	 C D 
U
 
L If the records
 

E are or pertain to consisting of wluch are then
 

1 individual sales	 record COpies of mvitanons for bid, hsts of prop- transactions that deviate from destroy 6 years after final pay-
erty scheduled for sale, abstracts of bids, deposit established precedents With ment
 
shps for payment, and related correspondence respect to disposal of surplus
 

real property and related per-
sonal property .~ 

2 transactions over $2,500	 destroy 6 years after final pay-
ment (see notel
 I--

3 transactions of $2,500 or less destroy 3 years after final pay-
\ ment (see note)
 ~ 

4	 transactions m oversea areas hold m current file area until
 
requiring secunty trade con- completion of secunty trade con-
trol actions trol procedures, and destroy If
 

retention pen ods m rules 2 or 3 

have expired~ 
5 mformation COpies	 destroy 3 months after final pay-

ment or when no longer needed,
 
whichever IS sooner
 

6	 consolidated hstmg category files, origmal surplus property lists destroy when last contract re-
property sales	 and discrepanctes, and complete sales files (mclud- sultmg from the consohdated sale 

mg COpies of sales notices, abstracts of bids, con- IS eligible for destruction (see 

tract summary sheets, and COpies of each finance rules 2 and 3) 
tum-In record) 

7 unsuccessful bid forms submitted by bidders and bidder regis- related to Instances where destroy 6 years after date of sale 

bids tranon cards of unsuccessful bidders	 award was made to other than
 
the high bidder or where an
 
unsuccessful bidder has sub-
mitted a protest or complaint
~ 

8 not related to Instances In rule destroy 1 year from date of re-
7 moval of all property sold on re-

latable sale
 

NOTE Records pertainmg to outstanding exceptions, unsettled clauns by or against the government, Incomplete investigations, cases under hnga-
non, or any other matter mvolvmg a specific request made by the Comptroller General of the United States are retained until clearance therefor IS 

obtained, and then are destroyed If apphcable time penods have elapsed 
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ITABLE 68-2 

IEXCESS AND SURPLUS	 PROPERTY RECORDS 

R A B C D
 

U
 

L If the records
 

E are or pertain to consisting of which are then
 

1	 AF surplus prop- vouchers and supporting records, including stock record destroy after 2 years
 
erty account rec- cards, property turn-In slips, and shipping documents that
 
ords Involve the receipt of surplus property
 

2 AF excess prop- requests for disposition of excess property and related corre- at activmes having
 

erty records spondence physical possession
 

of the property
 

3	 disposinon of AF records that pertain both to the redrstnbunon and unhzanon destroy after 5 years
 

surplus and excess of property that IS excess to overall AF requirements and to
 

property disposal of surplus property, correspondence and reports
 
related to the status of all transfers, donations or disposal,
 
and comparable matters relative to property disposiuon,
 
including such forms as excess and surplus Inventory data,
 
exchange/sale property report, and report of excess personal
 
oronertv
 

4	 utilization of other hsungs of excess property not required by the AF destroy on expiration date
 

government
 
agency excess
 

property
I--
5	 hstmgs of excess property, requests for transfer, reports, and destroy after 2 years.
 

related correspondence, winch are for property required by
 
the AF and reimbursement IS not Involved


I--
6	 hsnngs of excess property, requests for transfer, records per- destroy 3 years after reim-

taming to transfer of funds, reports and related corre- bursement obhgatron IS hqui-
spondence winch are for property required by the AF, and dated
 
reimbursement IS Involved
 

69.	 Storage and Warehousing. This table covers records pertammg to receivmg, processing, placing, keeping, remov-
mg and Issuing matenel. It includes storage methods, terms, requirements, space, and utilization. For storage and 
handling of armament, see table 136-2; for fuels, propellants and chemicals, see table 144-1. 

ITABLE6~1 I 
ISTORAGE AND WAREHOUSING RECORDS 

R A B C D
 
U
 

L If the records
 
E are or pertain to consisting of which are then
 

1	 storage facihnes and leases or rental agreements for storage facihnes, and supple- destroy In accordance With 
services contract	 mental agreements thereto, storage building plans and plots, table 70-1
 

contracts for commercial storage services (such as garage,
 
parking and storage space for admnustranve vehicles, com-
mercial cold storage, storage other than railroad yards, com-
mercial warehouse closed storage service, and railroad
 
ground storage yards), change orders, supplemental agree-
ments, and delivery orders for storage services, bills for ser-

VICes oavment vouchers and related records
 

2	 warehouse plannmg diagrams for warehouse, shed, open storage space or com- destroy when superseded or
 
and lavout parable records obsolete
 

3 locator records	 space control sheets, location sheets, location cards, bin tags,
 
and other records winch are a part of the location system for
 
supphes and equipment, or used as a check of Inventory of
 
stock location
 

4	 warehouse receiv- COpies of shipping documents, car amval reports, talhes, or destroy 3 months after 
Ing	 other comparable records used for car spotting, assignmg receipt of shipment.
 

labor and equipment, unloading of supphes, or other pur-
poses connected With the receipt of supphes at depot ware-
houses
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rTABLE6~1 CONTINUED 
R A B C D
 

U
 
L If the records
 

E are or pertain to consistIng of which are then
 

5 warehouse shrppmg	 COpies of records used for pickmg, packing and loading at depot warehouses destroy 3 months after ship-
stock for shipment (such as shipping documents, talhes, ment 
reports of outbound freight cars, work assignment sheets, 
stock or nackmz tags) 

6	 labor and equipment work assignment sheets, working reports of the operanon of destroy after 6 months 

for warehousing ac- matenals-handhng equipment, daily work reports showing 

nvmes such mformanon as date, shift, cars or trucks loaded or un-
loaded 

7	 storage control reg- voucher assignment registers, shipping control registers, tally destroy after 3 years 

isters number rezisters and comoarable devices 

r-L storage reporting storage soace and OCCUDancv renorts	 at MAJCOMs 

9	 depot space and operating reports, monthly matenel- at subordinate ac- destroy after I year 
handhng reports, or comparable reports relanng to overall nvines 
storage operation which are made to higher headquarters 

10	 Special weapons site plans showmg type and location of storage and main- at bases and inter- destroy when superseded 

storage facilities tenance facilities at AF bases for atomic, radrologrcal and mediate headquar-
re~rt blologlcal weanons ters 

11 aircraft-installed mventory records of aircraft-mstalled equipment which the at EMOsIBEMOs destroy on removal of Item 

equipment storage aircraft mamtenance officer has determmed IS used mfre- from storage 

ouentlv 

·70. Contracting and Acquisition. These tables cover records relating to contractmg and acquiring matenel and serv-
ICes from sources from outside the AF. 

I ITABLE 70-1 

I -CONTRACTING RECORDS 
R A B C D 

U 

L If the records 

E are or pertain to consisting of which are then 

-I	 general contract contracts, requismons, purchase order, lease transactions of $25,000 or less and destroy 3 years after final pay-
case files (paymg and bond surety records, includmg corre- construction contracts under ment 
office contract spondence and related papers pertaining to $2,000 

files are covered award, admimstration, receipt. inspectron and 

m table 177-18) payment, and other records prescnbed m the -
Federal Acquismon Regulation 48 CFR 4 80S,
 
contractmg or purchase orgamzation copy and
 

related papers for mternal audit purposes (see
 

note I)
--2	 transactions of more than $25,000 destroy 6 years and 3 months 

and all construction contracts after fina1 payment 
exceedmz $2 000 I---

-2..1 GAO COpies of contracts destroy 6 years and 3 months 
after	 close of contract I---

-3 unhty contracts contammg records of pay- destroy 15 years after close of 
ment by the government for connection or contract. 
termmation charges associated With the serv-
Ice or records of payments to become due to 
the government by the suppher (e g , electnc 

cooperatives, etc)I---
dehvery order transactions for destroy 6 years after payment 
more than $10,000 wntten agamst (Also see rule 5 ) 
unhty requirements contracts to{ll provide payment for services 
received.. 4 

'---
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I TABLE 70-1 CONTINUED 

R A B C D 

U 
L If the records 

E are or pertain to consisting of which are then 

4.1 delivery order transactions for destroy 1 year after payment 
$10,000 or less wntten against (Also see rule 5 ) 
uuhty requirements contracts to 

provide payment for services 
received 

;--
5 records pertauung to exceptions retam until final clearance or set-

or protest, claims for or against tiement, or until the retention 

the U ruted States, mvestiganons, penods otherwise specified for 
cases pending or In hngauon, or the records m rules 1 through 3 

r-- smnlar matters are com~leted whichever IS later 

·5.1 all unsuccessful offers or quotations that per- destroy I year after date of 
tam to contracts below the appropnate pur- award or until final payment 
chase hrmtanon in FAR, Part \3 whichever, IS later (Exception 

If the contracting officer deter-
mines that the files have future 

value to the Government, retain 
and destroy when no longer 

~ needed ) 

·5.2 contract status (progressing), expedmng, and destroy 6 months after final pay-

~ nroducnon surveillance records ment 

·5.3 Signed ongmals of Justifications and approvals destroy 6 years and 3 months 

and deterrmnanon and findings reqwred by after final payment 
FAR Part 6, and of supporting documents and 

~ data 

·5.4 labor comphance records, including equal destroy 3 years after final pay-

~ emolovment oeeortunnv records ment. 

6 information COpies destroy 3 months after final pay-
ment or when no longer needed, 

~ whichever IS sooner 

·7 records or documents other than those in destroy I year after final pay-
FAR 8 405 (a)-{j) pertammg to contracts ment 
above the appropnate small purchase hrmta-

r-- non In FAR Part 13 

·7.1 records or documents other than those m destroy 6 years and 3 months 

FAR 4 805 (a)-(k) pertammg to contracts after final payment 
above the appropnate small purchase hmita-
tion In FAR Part 13 

·7.2 records pertammg generally to the contractor at purchasmg and contract ad- destroy when superseded or 

r-- as described In FAR 4.80l(c)(3) ministratron offices obsolete 

7.3 duplicate or workm~ CQQ1es destroy when no longer needed 

·7.4 Sohcited and relating to transactions above the appropnate filed separately from contract destroy hen related contract IS 

~ 
·7.5 

unsohcited 
unsuccessful bids 

small purchase hmnauon m FAR Part 13 case files 

filed With contract case files 

completed 

destroy WIthe the related contract 

! 
I 

case file (see rules I and 2) 

·7.6 successful bids 
and proposals 

destroy WIth the related contract 
case files (see rules I and 2) 

I 
I 

8 transactions that mdefimte deliver-type contracts, call procure- destroy 6 years after expiration or . 
do not obhgate rnent arrangements, basic ordenng agree- termmation. 
funds ments and related records 
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ITABLE 76-1 CONTINUED I 
R A B C D
 
U
 
L H the records
 

E are or pertain to consisting of which are then
 

*9	 cancelled pro- purchase orders and contracts which were destroy 5 years after date of can-
curement actions	 cancelled before legally effective contracts cellation
 

were consummated, and related procurement
 
records-such as notification of cancellation,
 
vanous contractual forms, related correspond-
ence, and other papers, and, If funds have
 
been allocated, copy of the notification that
 
the funds are to be cancelled (see FAR 4801
 

«xn 
10	 subcontracts contracts or hsts of vendors subrrutted for at the contracting offices admm- destroy on completion of the sub-

wntten under a approval as to source only istermg the pnme contract contract 
fixed-pnce pnme 

contract 

*11	 Armed Services notice of appeal, rule 4 records, complamt, sent to the Board 10 support of destroy 10 years after final action 

Board of Con- answer (and/or motion), tnal attorney's work the parties' posmons WIth regard on decision 

tract Appeal papers, transcnpt of proceedings before the to an appeal taken under the 

cases Board, exhibits, bnefs, and Board decisions dtsputes clause of an AF con-
tract, together WIth the working 

papers of the tnal attorney 

charged WIth responsibihty of 
representing the AF before the 

Board 

12	 engineenng adopted AF and/or contractor-mmated ECPs for AF and/or Secunty Assist- see rules I and 2
 

change pro- or VECPs concenung repair, rnoderruzanon ance Program use, wluch result
 
posals (ECPs) of AF Items of equipment mamtamed as a part 10 change orders, supplemental
 

of the mdividual procurement case file	 agreements, or other instruments 

necessary for effecting contract 
chan~es-

13	 at the admuustranve contracting
 

office as part of the official con-
tract file
-*14	 ECPs recommended for adoption by the AF, destroy after 2 years
 

but not adopted
-
ECPs	 WIthdrawn by the contractor..2L 

16 rejected ECPs destroy 6 months after final pay-
ment under the contract 

17 source selection records of source selection boards, and their at procunng and/or techrucal destroy WIth related contract 

- proceedmgs attendant working and evaluation groups evaluating offices 

18 proposals furrushed by a successful contractor at the SPO or project morutor destroy 6 years after final pay-
office ment of any contract resulting 

therefrom 

19 proposals submitted by unsuccessful com pet- destroy WIth related contracts. 

- itors 

20 notes and working papers of group members destroy after I year 

21 small business records used 10 congressional heanng regard- at purchasmg offices, contract destroy when superseded or ob-
program files 109 past small busmess actions and uunanves, admmistranon offices, and solete 

stansncs, and related papers MAlCOM small busmess staff 
elements 

*22 mdividual vend- miscellaneous material mdicatmg supphes and destroy when mdividual docu-
or files services offered by each vendor ment IS superseded by a new 

record, when vendor IS removed 
from list of suppliers, or on mac-
nvanon of the procurement 
acnvrtv, wluchever IS sooner 

*23 numbered con- records used to announce contractmg pohcies, destroy when superseded, 
tractmg letters procedures, mstrucnons and obsolete and-or mcorporated m 

sohcttations-contract formats the Federal AcqUISItIOn Regula-
non (FAR) or In a supplement to 

the FAR 
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NOTES 
I See FAR 4 803 for contents of contract files at the purchasing office, contract admmrstration office, and the paying office 
2 See FAR 4 803 for contents	 of contractor general files at purchasmg and contract admmistranon office 

I TABLE 70-2 I 
I OVERSEA CONTRACfING RECORDS (see note) 

R A B C D 
U 

L If the records 

E are or pertain to consisting of which are then 

*1 contract control ledgers, purchase order logs, and mdividual contractmg at contracting offices destroy I year after comple-
files record cards non of project 

2 mdrvidual vend- miscellaneous matenal mdicatmg supplies and services destroy when individual docu-
or files offered by each vendor	 ment IS superseded by a new 

record, when vendor IS 

removed from list of suppliers, 
or on mactrvauon of the con-
tractmg activtty, whichever IS 

sooner 

NOTE Contractmg transactrons are made With Yen m Japan, or Deutsche Mark funds in the US area of Germany 

ITABLE 70-3 

PURCHASE REOUEST RECORDS 

R A B C D 

U 
L If the records are or 
E pertain to consisting of which are then 

1	 AF-ongmated PRsIMIPRs, project orders and related papers at procunng acnvines and destroy With related contract. 
PRsIMIPRs and proj- that result in one contract are filed either With mdi-
ect orders Vidual contract file or as a 

separate senes of records I--
2	 PRsIMIPRs, project orders and related papers at precunng acnvines destroy With contract havmg 

that result m more than one contract Ion Rest retention oenod.r--
3 PRsIMIPRs and project order case files	 at responsible PR/MIPR destroy 2 years after award of 

and project order control the contract 
offices within requinng 

acnvmes-
3.1	 demand cards produced by ADP equipment at procunng activities destroy after processing 

through data processmg IDStaI-
lanon and transaction docu-
ment has been received or 
cancelled 

3.2	 AF-ongmated PRs prepared and procured by the same ALC at responsible PR/MIPR destroy at the end of the quar-
PRsIMIPRs and pro- control offices ter in which the con-
iecnon orders tract/order IS awarded 

4	 other agency MIPRs MIPRs and project orders whose reqwrements are at PR/MIPR and project destroy 2 years after notifica-
and project orders satISfied solely from AF stock order in management ac- non of supply action 
(incoming) uvines-

5	 MIPRs and project orders whose requirements are destroy 3 months after receipt 
satisfied either by procurement action alone (direct of apphcable contract comple-
citation or reimbursable procurement) or by com- tion statement 
bmation of nrocurement and sunnlv action 

6	 mformanon COpies of destroy 3 months after receipt 
PRsIMIPRs and proj- of contract completion state-
ect orders ment or other equal nonfica-

non of contract completion, 
or when no longer needed, 
whichever IS sooner 

7 cancelled PRsIMIPRs at responsible PR/MIPR destroy 3 months after cancel-
and project orders and project orders control lanon date 

offices 
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ITABLE 7D-4 I 
I BIDS OR PROPOSAL RECORDS 

R A B	 C D 
U 

L If the records 

E are or pertain to consisting of	 which are then 

1 mvttations for successful bids which result In award of a contract 10 the individual contract see table 70-1 

r-- bids (IFBs) case file 

2	 IFBs awarded to a contractor not under the junsdicnon With ACOs destroy after bid opening date 
of admirustranve contrac~ officers (ACOs} as shown on the IFB r--

3	 IFBs and resulting bids 10 formal advertised procure- destroy I year after date of 
ments for wluch no contract was awarded after bids have bid opening, unless bidder 
been opened asks return of his bid 

4	 unsuccessful COpies of IFBs abstracts, bids of successful bidders, any destroy 3 years after final 
bidders protest protester's bid contractmg officers statement of facts, C1r- decision IS submitted to pro-
files cumstances, conclusions, recommendations, supportmg tester 

evidence submitted by the protester (such as specifica-
nons,	 drawings, exhibits, and examples), and related cor-
respondence 

5	 unsuccessful bids transactions after 25 Jul 74 for SlO,OOO or less, and trans- destroy after final payment 
or proposals (in- actions on or before 25 Jul 74 for S2,500 or less under the contract, or I year 
cludmg tie bids) from date of award wluchever 

IS later r--
6 transactions after 25 Jul 74 over SIO,OOO, and transactions destroy 6 years, 3 months 

on or before 25 Jul 74 over S2,500 after final payment of each 
contract.r--

7 records resulting from a protest or complaint	 destroy after final resolution 

of case r--
8	 bids that have been determmed by the purchasmg office destroy when no longer
 

to have future value to the government needed
 

9 iden tical bid	 COpies of Identical bid reports for procurement, IFBs, at HQ AFLC for trans- destroy after 3 years 

report files abstracts of bids, and supporting records	 actions after 25 Jul 74 for
 
SIO,OOO or less, and trans-
actions on or before 25
 

Jul 74 for S2 500
 -10	 at HQ AFLC for transac- destroy after 6 years
 

nons after 25 Jul 74 over
 
SIO,OOO, and transactions
 . 
on or before 25 Jul 74 

over $2.500r--
11 lit purchasing/sales acnv- destroy With procurement
 

mes transactions to which they
 

relate
 

·12	 unsolrcited pro- voluntary proposals rejected proposals return to the offeror upon
 

oosals completion of the evaluation
 

I ITABLE 7~S 

ICONTRACT PERFORMANCE RECORDS I 
R A B C D
 

U
 
L If the records
 

E are or pertain to consisting of which are then
 

1	 construction contract progress reports destroy 6 months after final pay-

contract per- ment under the contract
 
formance rec-
ords (see note)
 f--

2 contractor's payrolls, With related certifications, annkick- destroy 3 years after final pay-
back affidavits, and other related records ment under the contract, or after 

settlement of claims, or comple-
non of investigations, whichever 
IS later'---

1 
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rTABLE 7(}-5 CONTINUED 

R A	 B 

U
 
L U the records
 

E are or pertallI to coDSisting of
 

performance checklist and bond checklist3 

-	 civil engmeers construction inspection reports4 

contract num- logs and S1D11lar records5
 
her &SSIgnment
 
records


i-- contract change notification master senal number reg-
ister and smnlar forms 

6 

contractor per- CPR contammg histoncal records of contractor per-7 
formance rec- formance data prepared by contract admuustranon 

ord (CPR) and officer (CAO) on completed or termmated contracts of 
related data $100.000 or more r--

7.1 

-U 

I---
703 working files accumulated as a source of mformation, 

mcludmg but not hmited to performance reports. con-
tractor's work orders sales orders and toolme orders 

-7.4	 contractor per- contractor performance records prepared by the Quality 

formance Assurance Evaluators (QAEs). i e , log books. AF 

record (CPR) Forms 370. discrepancy reports or any other suppornng 

and related data records 

subsld1arypro- expediting files relating to contract status (progressing), 
curcnent rec- expediting. and production surveillance 

S 

ords
I---

9 correspondence adV1SIDg contractors of pnonty ranngs 

anohcable to specific contracts 

10	 base procure- base procurement management reports and procurement 
mc:nI office rec- action reports 

ordsI--
11	 acnon/summary cards 

!--
U	 followup cards and reoortlng data-=-
1.3	 procurement action register 

14	 procurmg office consumption entry. consumption entry permit, summary 

custom eatry of entered values. correspondence. and records relating 

records to entry of matenal through customs and relate to entry 
and free-of-duty admission of matenal produced abroad 

or returned by the AF 

15	 spproval of
 
contractor
 
opennng pro-
cedures and
 

Hutht crews
 

C 

which	 are 

hold at CAO 

buying actrvity and 

pre-award monitor data 
bank copies 

copies other than those 
in rules 7 and 7 I 

ongmated and main-
tamed by assigned 

QAEs 

at procunng offices 

D 

then 

destroy 1 year after final payment 
under the contract 

destroy 1 year after final payment 
under the contract, or date of 
final action on any guarantee 
work whichever IS later 

destroy 6 years after completion 

of all contracts listed thereon 

destroy when no longer needed 

destroy upon final close-out of 
contract when notified by procur-
mg activity 

destroy 6 months after final pay-
ment under the contract 

destroy on completion of related 

contract orJlurchase order 

see table 70-14 

destroy 1 year after incorporanng 
mformanon into the monthly 

management report 

destroy when no longer needed 

destroy 1 year after close of the 

FY 

destroy after 5 years (EXCEP-
TION those records winch are 

known to pertain to an unsettled 
claim, incomplete mvesngation, 
or pendmg hnganon, are not de-
stroyed until settlement of the 

claim or completion of the inves-
tlgatlOn or htlgatlonl 

see table 60-5. rule 1S 
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ITABLE 70-5 CONTINUED I 
R A B 

U 
L U the records 

E are or pertain to consisting of 

16	 project author- authortzanons and related records
 

izauon records
 

17	 CIVU air earner passenger contract airhft checklist and cargo contract
 
records airhft checklist
 -.u.; contract violation notices 

19 CIVU air certificates 

~ 
19.1 

20 procurement reports of irregulanties m AF procurements prepared by 

- fraud case files the FBI, OSI, correspondence, and related records 

21 

-
22 

23	 designation and request for designation or termination, statement of
 
termmanon of qualifications, and the designation or termination and
 

contracting offi- acknowledgement of receipt thereof
 
cers and repre-
sentanves
-

24 

2S	 contract ap- contracts, contract modifications, commitment forms,
 
proval and mvitanons for bids, abstract of bids, requests for pro-

26 

review records 

Government-
furrushed mate-
na1 property 

oosals and sunnlemental data 

reports compiled from stock 
II), registers, reports of audit, 
perty control acnvity reports, 
spondence 

27 US Govern-
ment National 
Credit Card 

C 

which are 

used by MAlCOM/CAOs 
to attest to the perform-
ance of flymg services and 
as a means of idennfymg 

CIVIl aircraft under AF 
con~torcharterand 

retained With CAO pro-
curement file 

at other acnvmes 

at HQ	 USAF 

at HQ AFLC, HQ AFSC, 
and their major subordr-
nate commands 

at MAlCOMs other than 

AFLC, AFSC and their 
subordmate echelons 

at MAlCOM and other 
designating offices 

at requesting acnvines 

at approval, morutonng, or 
"after the fact" review au-
thonnes 

D 

then 

destroy the same as related 
contract or purchase order, or 
when no longer needed. 
wluchever IS sooner 

destroy	 after I year 

destroy after 2 years 

destroy With procurement 
case file 

destroy one year after com-
I nlenon of contract 

retire as permanent. 

destroy	 5 years after case 15 

closed,	 or when no longer 
needed	 whichever 15 sooner 
(see table 205-3) 

destroy I year after case IS 

closed 

destroy	 3 years after termma-
non of appomtment 

destroy 1 year after terrnma-
non of annomtment 

destroy after 3 years or when 

no longer needed, wluchever 
IS sooner 

destroy 1 year after return or 
other disposal of property in-

volved, but exclusive of any 
report constltutmg a voucher 
to a contract property 

account. 

see table 77-2, rules 19, 20 

and 21 

destroy 1 year after ISSuance 

of the last certificate m the 

book. 

destroy on expiration or can-
cellation 

see table 30-1 

record cards (cost category 
monthly mdustrial pro-
and related corre-

28	 tax exemption cancelled COPies of US Government tax exemption cer-
certificates	 tificates, cover of US Government tax exemption cernf-

reate book, and tax exemption cernficanon tabulation 

sheet-
29	 US Government Tax Exemption Identification Card 

30	 affidavits from affidavrts and related records filed by persons seeking to 

retired AF mih- do business With the AF withm 3 years after leaving the 

tary and former AF 

Civilian person-
nel 
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I TABLE 70-5 CONTINUED I 
R A B C D 

U 
L If the records
 

E are or pertain to consisting of which are then
 

31	 labor com ph- destroy 3 years after final pay-
ance ment under the contract
 

32	 property admm- records descnbed In DAR Supplement 3, part 4, related property admmistrator's retire on completion of all
 
tstrator systems to surveillance of an mdustrial contractor's control of COpies corrective action and replace-

survey case files government facihties, equipment and other property In ment by a subsequent system
 

his possession	 survey report reflecting no 

deficiencies, and then destroy 

after 5 years, except that sys-
tem survey summary report 
case file may be retamed for 
10 years-

33	 official contract admm- see table 7(}-1
 

1Stration case file comes
 

34	 service contract records on the development of standard sohcitanons and at HQ USAF and destroy when a revised format
 
standardization contract formats, Techrucal Representatives of the Con- USAF-deslgnated OPRs IS ISSUed or no longer needed,
 
and improve- tractmg Officer checkhsts and guidance, pre-award sur- whichever IS later
 
ment (including vey gwdes and checkltsts, specifications, etc
 

Contractor
 
Operated Parts
 
Stores and
 

Contractor
 
Operated Civil
 
Engmeenng
 
Supply Stores)
I---

35 at imolementmz offices destroy WIth related contract 

NOTE Procurement Office copies are disposed of as part of related contract case files under table 7(}-1. 

I TABLE 70-6 I 
IBASIC AGREEMENTS 

R A B C D 

U 
L If the records 
E are or pertain to consisting of which are then 

1 basic agreements agreements and changes thereto	 at the purchasing office (PO) destroy 6 years after date of termmation
 

which negotiates and ISSUesthe or cancellation
 

a reements
 

:1	 at POs that Incorporate basic destroy 6 years after agreement has been 

agreement terms and condinons terminated, superseded or cancelled and 

In supply and service contracts, all contracts referencing the terms and 

and contract adrmrustration conditions of the agreement have been 

offices that admiruster such con- closed out (see ASPS No 2, paragraph 
tracts S2-302 

3 

4 

ITABLE 70-7 I 
IBAILMENT AGREEMENT RECORDS 

R A B C D 

U 
L If the records are or 
E pertain to consisting of which are then 

1 master bailment agree-	 at office prepanng and executing destroy 6 years after agreement has been superseded or 
ments the agreement	 cancelled and all contracts referencing the terms and 

condrnons of the agreement have been completed or ter-
minated 
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ITABLE 7(}-7 CONTINUED I 
R A B C D
 
U
 
L If the records are or
 
E pertam to consisting of which are then
 

2	 at acnvines other than rule I destrov when superseded or cancelled 

3 bailment agreement at AF procurement acnvines destroy 6 years after all property has been properly
 

files disposed of, and said agreement has been cancelled in
 

accordance with pertinent directives
I--
4	 at other than AF procurement destroy when superseded or cancelled
 

activities
 

ITABLE 70-8 

RENEGOTIATION RECORDSI ,I 
R A B C D J
U	 

"

:i 
L	 If the records are or if! 
E	 pertain to consisting of which are then 

,I;1	 performance data rene- COpies of performance data and background per- destroy after 4 years (EXCEPTION
 

gotlatlon formance data records used in compilmg such records extended by mutual agreement
 
reports	 as prescnbed in 50 USC App 1215(c) 

are destroyed on notification of com-
pletion of case from regional renegon-
anon board) 

2	 renegotiation status re- retamed COpies of reports and related correspon- destroy after 3 years
 

nortmz dence
 

I ITABLE 70-9 

ICONTRACT CLAIMS RECORDS 

R A B C D
 

U
 

L If the records
 

E are or pertain to consisting of which are then
 

1	 50USC 1431- destroy 6 years after final
 
5 contract decision on completion of
 
claims case files claim, or on completion of
 

contract, wluchever IS later, 
subject to approval by HQ 

AFLC 

2	 General Ac- retained COpies of contractual records, purchase requests, at appropnate MAlCOMs destroy 2 years after date of
 
countmg Office bills of lading, finance office vouchers, multiple records final adjudication and closing
 

con tract claim submitted by claimants, and related correspondence. for- of claim
 

case files warded to GAO for final admmistranve adjudication and
 

settlement of claims ongmated by pnvate individuals and
 

corporations against the AF
-
3 at other than MAlCOMs	 destroy after date of final
 

adjudication and closing of
 
claim
 

·4	 mdemruty agree- original COpies of the agreement mamtamed by the con- destroy after 50 years
 

ments between tractmg function
 

mtercontmental
 
ballistic missile
 

contractors and
 
the government
 
under 50 USC
 

- 1413 

·S duplicate COpies or mformanon copies maintained by any funcnon destroy when superseded or 
obsolete See table 7(}-1 

I' 
," 
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ITABLE 7IHO I 
ICONTRACT TERMINATION AND SETI'LEMENT RECORDS 

R A B	 C D 

U
 
L If the records
 

E are or pertain to consisting of which are then
 

1	 plant clearance termmanon mventory schedules, ceruficates of allocabil- at actrvtttes accomplishing destroy 3 years after close of 
referral case	 Ity letters of authonty approvmg property disposition, referral action case at all acnvmes, except 

records reflecting disposal credits, copies of reports to for those records forwarded 

higher headquarters correspondence between contracting to and made a part of the offi-
officers and referral acuvines and between AF contrac- cial contract files (see table 

tors and referral acnvmes and related records 7~1) 

2 plant clearance mmutes of meetings, plant clearance memoranda, exhib- destroy after I year
 
board case files Its, inventories, notices sent to plant clearance officers,
 

and related papers
 

3	 settlement re- mmutes of board meetings, closmg reports, audit reports, 
view board	 settlement proposed papers, memoranda of meetings, and
 

suppornng matena! relating to settlement and termmauon
 

of AF contracts
 

4	 terminanon re- retamed copies of reports and related correspondence, at other than terminanng destroy when no longer 
pornng	 mcludmg reports on status of termmated fixed-price or contracting office needed
 

cost-retmbursable-type contracts, and reports on partial
 
payments
 

5	 contract termi- destroy 6 years after last entry
 

nation authonty on page.
 
rej!;\Ster
 

ITABLE 7(Hl I 
IAF CONTRACTORS INSURANCE PROGRAM RECORDS I 

R A B C D 

U 
L If the records 

E are or pertain to consisting of which are then 

1	 AF contractors contractors msurance pohcy program and/or plans and atMAJCOMs destroy 6 years after premium
 

msurance pro- amendments thereto, forwarded to MAJCOM for accounting WIth the msurer
 
gram review and approval, mcludmg correspondence and has been finahzed
 

related documents-
2	 related to outstandmg ex- destroy when clearances are
 

cepnons, unsettled clauns obtamed,
 
by or agamst the US Gov-
ernment, incomplete inves-
tlgatlons, htlgatlons, or
 
requests made by the
 
Comptroller General of
 
the US
 r-

3 below MAJCOMs destroy I year after premium 

accounting WIth the msurance 
company has been finahzed, 
or when no longer needed, 
whichever IS sooner 
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ITABLE 70-12 I 
I CONTRACfOR TECHNICAL REPRESENTATIVES/TECHNIClANS RECORDS 

R A B C D 
U 
L H the records 

E are or pertain to consisting of which are then 

1	 techrucal repre- mformanonal personnel records, such as character refer- at MAJCOMs destroy after reqwrements 
sentative person- ences, secunty obhgations, letter orders, and miscellan- Imposed by contract adrrnn-
nel records eous records Which record the services of civilian istration have been satisfied 

representatives of contractmg corporations,...---
2 below MAJCOMs	 destroy after 1 year, or when 

no longer needed, whichever 
IS sooner 

3	 report of con- monthly status report of contractor techrucians, and sup- destroy after 4 years 
tractor techni- porting records 

clans 

ITABLE 70-13 I 
ICONTRACfOR CAPABILITY RECORDS I 

R A B C D 
U 

L H the records are or 
E pertain to consisting of which are then 

1 procurement data up-to-date mformanon on all contractors who contact at procurement acnv- destroy when superseded, 
source files procurement centers mes for their buyers rescinded, or no longer 

and negotiators needed 

2 pricing and financial overhead and independent research and development destroy when no longer 
analysis and control negotiation correspondence, reports, memos, and work- needed 
records sheets, contractor's brochures, evaluation of IR&D pro-

grams and overhead audit reports; and COpies of refer- , 

ence/workmz matenal collected 

3 financial data case files financial and operatmg statements of commercial com- destroy after 10 years 

reflecting current finan- parues 
cial capabilities of pres-
ent and potential con-

~ tractors 

4 articles or certificates of mcorporanon at MAJCOMs destroy 12 years after final 
payment on last contract --- to contractor 

5 other financial data, such as credit records, cash flow destroy after 5 years 

sheets, backlog reports, requests for financial clearance, 
With supportmg attached informanon, secretanal ap-
proval forms, commercial credit agency reports, credit 
letters from financial insntunons, manufacturers and 
other commercial agencies; financial agreements between 

commercial manufacturers, including suborclmate agree-
ments, guarantees, etc, from banks and commercial 
comparues, articles of mcorporanon and financial anal-
yses, newspaper reports, and related papers and corre-
SpOndence 

6 AF Contractor Exper- correspondence recommending changes to the hst at HQ USAF, and rec- destroy I year after con-
renee List (AFCEL) ommending or concur- tractor IS removed from 
case files rmz headquarters the list, 

7 joint consohdated hst at HQ USAF, HQ 
of debarred, mehgible AFLC/JA, and recom-
and suspended contrac- mending acnvitres 
tors 

*8 Civil air carrier con- sohcitanons-contracts, performance specifications, sur- at HQ MAC- TRCC destroy when superseded, 
tracts vey reports, financial evaluations, and related records obsolete, or no longer 

needed 
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ITABLE 7~14 I 
IPROCUREMENT REPORTS I 

R 

U 
L 
E 

A 

If the records are 
pertain to 

or 
consisting of 

B C 

which are then 

D 

1 procurement action reports	 procurement action reports, special action reports, destroy after 3 years (EXCEP-
monthly forecast reports, contract settlement reports, TION master AF procurement 
monthly procurement summary by purchasing office history tapes at HQ AFLC are 

held for 5 ears 

2	 destroy 2 years after origmauon 

I TABLE 7~15 I 
IOAR ADVANCE PAYMENT POOL AGREEMENT RECORDS 

R A B C D
 

U
 

L If the records
 

E are or pertain to consisting of wruch are then
 

1 pnmary file	 determmanon and findings, advance payment pool agreement remove from active file on clos-
and amendments, estabhshmg payment voucher, and related mg out of pool, and destroy after 
corres ondence in each cate 0 6 addinonal ears 

2 secondary file	 transfer vouchers, deposit shps, bank statements, and miscellane- destroy 6 years after end of the 

ous corres ndence FY to which the ertam 

ITABLE7~16 

I CUSTOMER INTEGRATED AUTOMATED PROCUREMENT SYSTEM (ClAPS) 
R A B C D 
U
 

L If the records
 

E are or pertain to consisting of which are then
 

1 ClAPS records requests for proposal/ quotation, trailers, and abstracts	 at procurement see table 70-1, rule 1
 

acnvmes in the
 

ClAPS mode
,.....--
2 procurement summary control registers and open unpnce pur- destroy after 30 days 

chase order hstmgs,.....--

3 base procurement management reports and monthly procure- destroy after 3 years 

>--- ment sum manes by purchasmz offices 

4	 vendor (no-reply) notices, holdover demand hsnngs, error destroy after 90 days
 

hstmgs-base procurement, procurement notices, followup
 
requests, purged vendors (monthly contract), contract expiration
 

notices, mvahd records purged, and deleted vendor (open mar-
ket) mass delete
f--

5 Walkthrough/special project status hstmgs, and cntical purchase destroy after 60 days 
requestsr--
nurzed nurchase recursmon records and nurzed Items	 destro~after 6 months ~ 

7	 transaction logs-base procurement, vendor performance, blanket destroy after 1 year
 
dehvery order/purchase agreement call registers, contract,
 
dehvery order, imprest fund and purchase order registers,
 
decentralized actions, buyer performance reports, workload
 

branch/section, modificanon actions, awards by vendor location
 
and type, and monthly statistical data
r--

8	 Item hstmgs-stock number change, stock number change hsts, destroy when obsolete
 
master ship-to address registers, deleted vendors (open market),
 
deleted Items, open PR lists, Item hstmgs (procurement and cus-
tomer B), nondeleted vendors, master source/vendor hsts, and
 
address labels
"--
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ITABLE 70-16. CONTINUED 

R A B C D 
U 

L If the records 
E are or pertam to consisting of wluch are then 

9	 procurement reconcihanon action hstmgs, customer notices, and destroy after 120 days 
status transactions 

10 

11 vendor activity summanes	 destroy after I year or when ob-
solete whichever IS sooner 

71. Packaging and Materials Handling. This table covers records pertaining to management control and methods of 
preserving, packaging, marking and handlmg of supphes and matenel, materials-handling devices, equipment, and sys-
tems. 

ITABLE 71-1 I 
I PACKAGING AND MATERIALS HANDLING RECORDS 

R A B C D 

U 

L If the records 

E are or pertain to consisting of which are then 

1 technical and Item Identification and container markings and specification destroy after publication has been 

procurement coordmatmg pohcy records-such as regulations, standards, and rescmded, superseded m Its en-
data records manuals-and related correspondence tirety, no longer apphcable, or 

after the project has been com-
Ipleted wluchever IS sooner 

2 packaging evalu- correspondence, proposals, standards, specifications, design data, destroy after g years or when no 

anon projects test results, deficiency reports, packaging orders, quality prod- longer needed, whichever IS 

ucts lists and related sUJ)portm~ data sooner 

3 mechanized mao correspondence, drawings, specifications reports, proposals, 
tenals handlmg mmutes of meetmgs, labor standards, How charts, fundmg data, 
svstem records cost analvsis and related sunnortma data 

72. Federal Supply Cataloging. This table covers records pertaming to identification, classification, cataloging and 
coding of supply items used throughout the Department of Defense. 

ITABLE 72-1 I 
I CATALOGING RECORDS 

R A B C D
 

U
 

L If the records
 
E are or pertain to consisting of which are then
 

1 catalogmg data	 Federal Supply Catalog Item idennficanon cards/ AF destroy when superseded or
 
Stock Number File, alphanumenc file, and Federal Sup- obsolete
 

ply Catalog/National Stock Number fiJe
I--
2	 detail card part number bile, detail card National Item
 

Identification Number (NUN) file, trailer card NUN file,
 
and trader card National Stock Number file
-

3	 sirrnlar or related records 

4	 cataloging con- IBM hsnngs destroy after I year
 
trol
I--

,2....	 card files 

CQPY of status ecumment	 recordsr-L 
7	 government acceptance record of contractor-prepared
 

Item Identification
-
8	 Similar or related records 
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I TABLE 72-1 CONTINUED 

R A B C D 
U 

L If the records 

E are or pertain to consisting of which are then 

9 Item descnpnons AF Item idenuficanon and nomenclature cards prepared destroy when mformauon IS 

of electnc or by JCENS m Washington, DC Incorporated into Federal 
electronic equip- Supply Catalog Items idenn-

t-- ment ficanon card 

10 similar or related records destroy when Item IS obsolete 

11 hstmgs 10 card all Items used by the Federal Government which contam destroy when superseded or 
or book form Item tdentificatron, National Stock Number and descnp- obsolete 

non data, lOgIStICSItem data card, Federal Supply Cata-
1025. zindes and codes' and smular or related records 

12 source matenal Federal Supply Catalog Items Identification card. facsim-

- de cards. and other cards 

.1L VISIble file indexes 

14 similar or related records used In the AF stock hst and 
supply catalog system which reflect and make available 

10 book form Federal Supply Catalog System Items used 

- by the AF 

15 stock list control data destroy on completion of 
punch card operation and sub-

- sequent verification. 

16 catalogmg manuscnpt destroy on completion of nee-
Iessarv file panels 

17 project files letters of transmittals, mmutes of conferences. correspon- retire as permanent. 
dence pertammg to the Federal Supply Catalog program. 

f-- and other related records 

18 request for AF stock list data or comparable forms destroy 6 months after all 
actions have been completed 

19 catalogmg re- at requesting acnvity destroy after I year 

r--
ports 

20 at preparing and/or inter- destroy 6 months after super-
mediate acnvines session 

73. Standardization. This table covers standardization of practices processes, matenels, items, equipment, parts, 
assemblies, and subassemblies to achieve the greatest practicable uniformity in items of supply and engineenng prac-
tices. 

ITABLE 73-1 

ISTANDARDIZATION RECORDS 

R A B C D 
U 

L If the records 
E are or pertain to consisting of which are then 

1 standardization AFLC and AFSC standardization forms used in assignmg apphcable only to the AF destroy 3 years after related 
records status to AF equipment	 equipment has become obso-

lete, IS removed from mven-
tory, or when no longer 
needed whichever IS latert--

2	 of concern to DOD or destroy 3 years after related 

other rmhtary departments	 matenals and equipment have 

become obsolete to all mih-
tary departments, or when 
records have been superseded, 
cancelled. or rescinded, 
whichever IS later 
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ITABLE 73-1 CONTINUED I 
R A B C D 
U 

L If the records 
E are or pertain to consisting of which are then 

3 mterchangeabil- cards and srmilar or related records used m determmmg destroy 5 years after related 
ity records Item and equipment mterchangeabihty and subsntution equipment has become obso-

lete, 15 removed from mven-
tory, or when no longer 
needed whichever IS sooner 

4 mternational Military Agency for Standardizanon-Nss'I'O, mcludmg project files retire as permanent 
standardizanon USAF-RAF-RCAF working records, arranged by proj-

- ects 

5 records of air standardization coordmatmg committee 

special workmg groups, groups of experts, and subgroups 

- at MAJCOMs arranged by project number 

6 AIr Standardizanon Coordmanng Committee (ASCC) With USAF ASCC and destroy 1 year after closeout 
and NATO MAS test project agreements (fPA/CTPA), NATO MAS eqwpment provided audit reqwrements 
correspondence, and unit property records (jacket files) representatives have been satisfied (see table 

- 175-2) 

6.1 all other COpies destroy 1 year after closeout 
or when monitonng 15 com-

- lolete whichever IS sooner 

7 ASCC annual reports used for reference, review, and record COpies at HQ retire after 5 years as perma-

- evaluation by member arr forces USAF nent 

8 destroy when no longer 
needed 

74. Quality and Reliability Assurance. These tables cover records pertairung to quality assurance policies, pro-
cedures, and techniques apphcable dunng the acquisition of products and services. These records include records of 
quality characteristics, samphng procedures, and other methods of recording the quality of products and services, 
quality and inspection systems, and processes. It includes records of the prevention and prompt detection of defects 
in acquisition procedures which may adversely affect the quality of products and services, and the methods of analyz-
mg deficiency trends. 

ITABLE 74--1 

AO	 UISmON OUALITY ASSURANCE RECORDS 

R A	 B C D 

U	 -L If the records 

E are or pertain to consistinR of which are then 

1	 pnme contracts COpies of contracts, specificanons, contract changes and amend- destroy 1 year after final shipment on 

and related data	 ments, records, forms, and other media used In plannmg, con- the contract 
ducnng, and recordmg the results of product inspection, audit-
mg of both AF and contractor quahty assurance systems and 
procedures, and effectmg clearances of deficiencres revealed 

2	 subcontracts and destroy 6 months after final shipment 
related data on the subcontract 

3	 surveillance rec- production rdenuficanon charts, personnel distribunon and duty destroy I year after action has been 

ords	 assignment charts, product inspection records and summanes, completed, or I year after macnva-
procedures and systems reviews and summanes, discrepancy non of activity, whichever 15 sooner 
and corrective action records and summanes, quality trend 

charts and summanes comllarable forms and related papers 

4 survey records Special survey records, staff summary reports, and related papers	 destroy 18 months after action has 
been completed, or I year after in-

activation of facihty or operations, 
whichever IS sooner 
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ITABLE7~1 CO~D 
R A B
 

U
 

L If the records
 
E are or pertain to consisting of
 

5 mspecnon records	 contractor's wntten agreement and AF approval of 
single standard quality assurance system matenals, and 

process cernficanons, and approvals of personnel 
and/or eqwpment comparable certifications or ap-
orovals and related oaoers-

6	 inspection log sheets, matenaI review board decisions, 
matenal mspecnon and receiving reports, inspector's 

copy of contractor's shipping record, invorce or pack-
mg sheet bearing approval stamp of AF inspector, AF 

fught test check lists, reports of discrepancies dunng 
acceptance mspection and fught test of aircraft, con-
tractor's test reports, comparable forms, and related 

p~rs 

7	 unsatisfactory, report of damaged or Improper shipment, comparable 

damaged, or defec- forms, reports and related papers 

tive matenal 

8	 other than AF con-
tracts
 

9	 foreign military statement of inspection cost and certtftcate of IDSpeC-
sales (FMS) and non, offer and acceptance, foreign government 
NATO mspecnon requests, and related documents 

case files 

10	 matenaI inspection COpies of formal exchange agreements between the
 

exchange agree- AF and other Government agencies in connection
 

ments With the interchange of matenaIs mspecnon service,
 
applicable directives,	 correspondence filed therewith 

concemmg transfer of inspecnon cogruzance, mspec-
non	 exchange agreement lists, reports of conferences, 
and	 related records 

11 photographic rna- radiographs, micrographs, and other film and pnnts
 

tenal mspecnon acquired m the process of inspecttng matenal before
 
acceptance by the AF
 

U quality defictency Category I and II quality deficiency reports (QDRs) 
repornng	 quality performance trends, summanes of contractor's 

performance and related deficiency repornng media 

occurnng dunng modification, periodic depot main-
tenance (pDM), overhaul of aircraft, engines and 31r-
craft components by depot maintenance facilities and 
by contractorsI--

13 

14	 USAF subsistence subsistence specificanons, unsatisfactory matenal 
standardizancn files	 reports (subsistence), packaging improvement reports, 

consumer level quality audit program protocols and 
computer output, and related correspondence 

NOTE When photographic matenal inspecnon records relate to an unsettled claim, 

C 

which are 

maintamed for reporting 
deficiencies and the 

development of trends on 
the contractors perform-
ance and matenel as 
relates to work conducted 

at other than the depot 
maintenance facihtv 

they	 are not destroyed until 

D 

then 

destroy 6 months after cancel-
lation of the certification 
and/or approval, or macnva-
tion of facility, Whichever	 IS 

sooner 

destroy I year after action	 has 
been	 completed. or 1 year 
after	 macnvation of facility or 
operation, whichever	 IS 

sooner 

see	 table 66-1 

destroy 1 year after final ship-
ment	 on the related contract 

destroy 3 years after US Gov-
emment mspection IS per-
formed or case IS closed 

destroy 1 year after related 

exchange agreement IS super-
seded or rescinded 

destroy 6 months after final 
payment on related contract 

I{see note) 

destroy 1 year after comple-
non	 of corrective action 

destroy 3 years after SUbDllS-
sion	 of the deficrencres for 
corrective action 

destroy when no longer 
needed 

settlement of claim 
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D 

tben 

destroy after I year 

destroy after 3 months (EXCEP-
TION when action IS pendmg, 
destroy on completion of action) 

destroy after 4 years 

destroy 6 months after receipt of 
final shipment on the contract 

destroy when superseded or ob-
solete 

destroy 2 years after action has 

been completed. or I year after 
inactivatron of the facility or 
operation, whichever IS sooner 

D 

tben 

destroy I year after return of 
related stamps to parent QA 

office 

destroy I year after final tum-
In of stamo bv mdrvrdual, 

destroy when superseded or 
obsolete 

destroy when unserviceable or 
no longer needed 

send to parent QA office when 

unserviceable or no longer 
needed as aoohcable 
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ITABLE 74-2 

SUPPLY QUALITY CONTROL RECORDS 

R A B 

U
 

L If the records
 

E are Dr pertain to consisting of
 

1	 supply surveil- destmation acceptance mspection record and 

lance, mspecnon comparable records 

and analysis-
2	 receivmg mspection data summary, and com-

parable records 

-
3 charts, 

reports 

4 data estabhshmg copies 

control require- sheets, 
ments relative to other 
acceptance at desn-
nation 

5 mspecnon mstruc- copies 

graphs, trends. special	 and summary 
and comparable records
 

of pnme contracts, PRs/MIPRs, data
 
contract changes. amendments. and
 

apphcable data 

of stock lists, addenda.	 technical orders, 
nons, standards	 manufacturers parts hsts, specificanons, draw-
and procedures	 mgs, and other records estabhshmg tdentifica-

non, marking, and packagmg requirements, re-
mspection dates physical charactensncs etc 

6 matenel review board decisions, record of all board actions,
 
board followup control procedures used 10 remedying
 

causes of discrepancies. etc,
 

I TABLE 74-3
 

-QUALITY ASSURANCE STAMP RECORDS
 

R A B
 

U
 
L If the records are or
 
E pertain to consisttng of
 

1	 quality assurance (QA) records pertaining to requests for stamps from 

C 

wbicb are 

at matenel review boards rela-
tive to problems ansmg 10 

destination acceptance. dis-
crepancies In packing, mark-
ing and minor Identification 

errors and more technical 
types of discrepancies mvolv-
mg questions of substitutions 

and vanations from purchase 

orders. specifications, draw-
mgs, requirements etc. 

C 

wbicb are 

and 

stamp records turn-in of stamps to, parent QA office, mcluding 

letters of transmittal and acknowledgements of 

- receipt 

2 records pertarmng to Issuance of a stamp to an 

r--- mdividual and to subseauent loss or tum-In 

3 semiannual certification of accountability 

r---
4 perpetual Inventory of stamps, including type, 

stamp number date of Issue, and urut or 

I-- mdividual's name 

5 unissued stamps at MAJCOMs 

-
6 below MAJCOMs 
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75. Transportation and Traffic Management. These tables cover records relatmg to the movement of AF passengers, 
cargo, mail and personal property (household goods, baggage, and pnvately owned vehicles) via rail, highway and 
ship transport; passports, customs clearance, storage-m-transit and watercraft. 

I TABLE 75-1 I 
IMILITARY STANDARD TRANSPORTATION MOVEMENT PROCEDURES (MILSTAMP) (EXCEPT LOGAIR AND MAC RECORDS) 

R ABC D 

U 
L If the records are or 
E pertain to consisting of which are then 

1	 transportation control and inbound and outbound hard COpies and punch destroy on completion of required 

I--I_m~o~v~em~en::.t::...!.!reco=:!:rd=s~-l cards hsnn s 

2 cargo marufests revenue destroy 3 years after date shipped/ 
received 

3 

4 destroy 60 days after date shipped/ 
received
 

5 destroy after 2 years
 

6
 

7 marufest header data destroy when PCAM manifest
 
header card IS unched
 

8 transportation traffic con- destroy after 60 days
 

trol number re sters
 

9 shipment planning work- destroy after I year
 
sheet
 

ITABLE 75-2 

CUSTOMS AND ENTRY REQUIREMENTS RECORDS 

R A B C D 

U
 

L If the records
 

E are or pertaIn to consisting of which are then
 

1	 personal prop- records used for inspecnon, processing and customs destroy after 2 years
 

erty mspectron clearance of personal property (mcluding accompanied or
 
and clearance unaccomparued baggage), such as certificates of retention
 

for captured matenal, trophies, cernficates of ownership
 

or nght to possess Items of Allied nation's matenel, cer-
tificates of retention and customs declarations, receipts
 

for articles Withdrawn by mspecnng officers for accom-
pamed baggage, blanket declarations and summary sheets
 

prepared by transport commanders, statements of author-
tty to retain captured matenel, trophies, and related rec-
ords
 

2 (RESERVED) 

3 customs clear- records used in cleanng cargo of US Armed Forces at aenal port squadrons destroy after 3 years (EX-
ance and AF transportation CEPTION cnrmnal action, 

offices mihtary discrphne, or mvesn-
gations records are destroyed 
after completion of such ac-
non but not before 3 vears) 

4 (RESERVED) 

5 Turkish "Beyan- mdrvidual folders mamtamed for mihtary and Civilian hold m Turkey mdefimtely 
name" customs	 personnel used to record all household goods, personal
 

effects and automobiles brought into or acquired m Tur-
key_
 



AFR 12-50 Vol II 30 October 1987	 173 

ITABLE 75-2 CONTINUED I 
R A 8 C D
 
U
 

L U the records
 
E are or pertaIn to consisting of which are then
 

6 ammumtion cer- certificates used as a device to prevent the entry of hve destroy after final mspection
 
tificates ammumtion into the US by mdivrduals either on their of baggage at port of embar-

person or 10 their baggage kanon in the US, provided
 
there IS no discrplmary action 

pending as a result of final 
IDSpection 

7	 procuring office see table 70-5.
 
custom entry
 

records
 

8	 declaration cer- custom declaration covering mdrvidual's personal prop- held by customs control destroy after I year
 
nficate ertv officers SEA
 

9 Greek customs	 mdivtdual folders mamtained for military and CIVIlIan destroy 2 years after mdi-

personnel used to record household goods, personal VIdual clears customs and no
 
effects and autos brought into or a~wred 10 Greece discrepancies eXISt
 

ITABLE 75-3 I 
I PERSONNEL MOVEMENT I 

R A 8 C D 
U 
L If the records are or 
E pertain to COnsISting of which are then 

1 troop movement	 records concermng routing, departure, arnval, destroy after 3 years.
 
organizanons, equipment requirements, car num-
bers, troop movement commanders reports, and
 

sumlar mformanon
 

2 movement orders	 movement orders for troops movmg through an at port of embarkation destroy after 2 years.
 
aenal or water oort of embarkation
 

3	 transportation requests transportation requests, MT A, and meal tickets, destroy 3 years after comple-
and meal tickets, MAC includmg cancelled copies, records relating to non of project or requested 

transportation authon- ISSue thereof, transportation certificates for pas- travel (see rule 16). 
zanons (MT A) (also senger travel, and related correspondence 

see table 75-9)I---
4 reports of ISSUedtransportation requests, and re- destroy after 2 years, or on 

lated records macnvanon, whichever is 

sooner 

5 traffic coordmanon	 apphcauons and requests for reservations and
 
accommodations, card indexes, correspondence,
 
reports, and related records which do not involve
 
the ISSuance of procurement records, i e , TR,
 
MT A and requests for air earner service
 

6 dependent travel (See applications for transportation of dependents, destroy I year after final
 
table 75-9) travel orders, cernficate of dependency, and action (see rule 16).
 

related records
 

7
 

thru (RESERVED)
 
12
 

13	 use of special convey- destroy after 2 years
 

ance for passenger
 
travel
 

14	 (RESERVED) 
15 area clearance for over- correspondence between AF actrvmes requesting see table 10-3, rule I
 

sea theaters and granting authonzanons for official VISIts to
 

oversea theatres
 

16	 tune extensions of reports of casualty, retirement orders, and related destroy after 10 years
 

travel and transporta- records, correspondence, and certrlicates
 

non entitlements
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I TABLE 75-4 

IMATERIEL 

I 
MOVEMENT RECORDS (see note) 

R A B C 0 

U 

L If the records are or 
E pertain to consisting of which are then 

1 signature and tally records consntunng a system for receipt and tally and for held by both ongm destroy 2 years after shipment 
record, report of ship- control of classtfied and sensitive Items in the trans- and desnnanon IS receipted for at destmation 

ment (REPSHIP) mes- portanon system transportation offi-
sages and tracer cers 

actions on classified or 
sensitive matenal 

:z Government Bills of property shipped and property received GBILs, freight for outbound and destroy after 3 years 

Lading (GB/Ls) bills, shipping records, express receipts signature and tally inbound shipments 

records waybills, dray tickets, holding orders, switchmg not covered by 

orders, demurrage reports, transit resluppmg certificates, rules 3 and 4 

records of transit, freight bills and tonnage credits, report 
of survey (discrepancies incident to slupment of maten-
als) DOD single hne Items release receipt records, and 

r-- related papers 

3 for outbound ship- destroy after I year 
ments of salvaged 
or rejected matenel 
to consignees who 

assume freight 
charges for ship-

- ment 

4 for inbound ship- destroy after 2 years. (See 

ments where freight rule 16 for slupments that 
charges are prepaid have been recorded for transit 
by shipper storage) 

5 (RESERVED} 

6 ocean temunal and breakbulk and/or contamer port handling and lmehaul Issued by oversea destroy after I year 
inland hnehaul cargo costs MAJCOMs 

reports 

7 GBIL registers Journals contaimng data on each bill ISSUed or accom- for other than destroy 3 years after last 
phshed, to whom or by whom Issued, t:ate of ISsue or household goods entry 

I---
8 

accomphshment, consignee, consignor GBlLs 

for household goods destroy after 6 years I 
GB/Ls I 

9 apphcations for apphcanons for GBlLs to be furrushed to contractors destroy after I year I 
GBlLs 

10 (RESERVEDl 

11 car handling transportation officers books that record every car han- destroy after 3 years 

died. and include mformanon necessary to check demur-
rage bills and agreement abstracts submitted by earners 
m support of bills 

12 car control and proc- records reflecting cars en route, received, placed, loaded, destroy after 6 months 

essmz unloaded and dispatched and Similar car control reports 

13 weekly carload rout- forms prepared by transportation officers authonzed to destroy after I year 
mg route domestic carload or truckload sluj>ments of freight 

14 government freight government freight warrants, waybills, or cargo manifests destroy after 3 years 

warrants or waybills covenng movement of Government supphes or matenel 
by Government transportation facihnes 

15 (RESERVED) 

16 storage-m-transit inbound GBlLs, transit reshippmg certificates, record of destroy 3 years after final 
transit freight bills and tonnage credits movement 

17 routmg orders requests for routing, route orders, confirmation on route destroy after 5 years (EX-
orders, unit permit authonzanons, and related corre- CEPTION destroy non-
spondence repetitive (one-time) route 

orders With related bill of lad 
mg per rule 2) 
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ITABLE 75-4 CONTINUED I 
R A B C D
 
U
 

L If the records are or
 
E pertain to consisting of which are then
 

18	 interchange agree- agreements between AF mstallations and flu! earners on at procurement destroy on cancellation or 
ments	 use of Government-owned trackage by common earners offices supersession of the agreement, 

and operation of Government-owned equipment over or when the AF IS relieved of 
commercial railroad trackage, mcluding related corre- accountability of the installa-
spondence non wluchever IS sooner 

19	 lughway bndge toll requests for purchases, orders for supplies or services, destroy after 2 years, subject
 
ticket controls letters of request and transportation orders to table 175-2
 

20 pubbc file of GB/Ls public file, ID pnntout form, of GBlLs	 at transportation destroy one year after
 
offices monthly cutoff
 

21	 transportation urnt records consntunng a system for controlling the idennfi-
control records cation of separate sluj)ments
 

22	 appointment of trans- COpies of appcmtment orders, requests for appointment, at MAJCOMs and destroy 3 years after terrmna-
portauon officers and quahficanons of potential appomtees, terminanon of ord- major subordinate non and/or revocation of
 
agents ers of appointment or revocanon commands annomtment
 r--

23	 at requesting activi- destroy I year after tenmna-
tles non and/or revocation of
 

appointment. 

24	 Department of Trans- new or modified Special permits, waiver cf Federal, state, at all cargo trans- destroy when no longer
 
portanon Special Per- mumcipal or other authorities regulations for the trans- portanon activities needed, or after 1 year,
 
mtts portanon of explosives or other dangerous matenals by wluchever IS sooner
 

commercial earners and	 related eaeers 

NOTE See table 75-9	 for personal property movement records 

ITABLE 75-5 I 
I WATER MOVEMENT RECORDS I 

R A B C D
 
U
 

L If the records
 

E are or pertain to consisting of which are then
 

1 vessels	 forms used by port air officers to record shrpping data destroy after 6 months
 
on matenal shmeed bv surface transnortatron
 

2	 ocean passenger passenger mvoice recapitulation, slupper destination mformanon COpies held by destroy after 2 years 
traffic	 summary sheet, berthing plan, port idennficanon and airport officer
 

recaprtulanon sheet, passenger list recapitulation, cer-
nficate of health and related records
-

3	 marufest covenng passengers loading or unloading at a
 
pon
 

4	 ocean cargo manifests, shipping records, hatch talhes, disposrnon at ports of embarkation destroy after 10 years (EX-
manifests	 sheets, secunty cargo receipts, cargo discharge reports, and acnviues that control CEPTION those involved ID 

delivery tallies, discrepancy reports, and related docu- and are directly responsi- clauns hnganon, or mvesnga-
ments ble for ocean shrppmg nons are destroyed after com-

plenon of such action, but not 
before 10Y~L-

5	 at MAJCOMs and are destroy after I year
 
used for advance planrung,
 
diversion, or control pur-
poses
 

.....L harbor craft	 boat dispatch sheets not covered ID rule 7 destroy after 3 months 

7	 records pertammg to harbor craft involved ID acts of destroy WIth the case file of
 
misuse or abuse resulting ID disciplinary action, or that wluch they become a part
 
pertam to craft involved m accidents or other unusual
 
snuauons
 

8	 marine masters marine master record logs, or logs for boats dropped destroy after 5 years
 

operation and from accountability
 

mamtenance tos;
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ITABLE 75-6 I 
I HIGHWAY TRAFFIC CONTROL AND SUPERVISION RECORDS 

R A B C D 

U 

L If the records 

E are or pertain to consisting of which are then 

*1 permissible letters estabhshmg a local POD and letters requesting to estabhshed by the vehicle destroy when superseded. 
motor velucle exceed the local POD approved by the local vehicle operations officer (VOO) obsolete. or no longer needed 

operating dis- authorrzanon/unhzanon board (V AUB) and kept by the requestmg 

tance (POD) vehicle control officer 
(YCO~ 

2 motor vehicle admmistranve records, such as special road laws relating destroy when superseded. ob-
movement over to State HIghway Comnussron, DOD Directory hstmg solete, or no longer needed 

public highways military and state offiCIals authonzed to request and ISSue 

permits for oversize, overweight, or other special nnh-
tary movement on pubhc highway. comparable records. 

f--- and related correspondence 

3 request for waiver, apphcanons for and permits to move at issuing acnvines and are destroy after 5 years. 
military velucles over state highways, permits, and re- not related to claims 

lated correspondence against the AF mvolvmg 

- t transportation of vehicles 

4 at issumg actrvmes and are they become a part of and are 
related to claims agamst disposed of WIth the related 
the AF mvolvmg transpor- claim file. 

- tanon of vehicles 

5 at other than ISSUIDgacnvi- destroy when no longer 
ties needed. on final adjudicanon 

of claim, If apphcable, or on 

macnvanon of the activity, 
whichever IS sooner 

6 traffic reports reports which reflect the volume of velucular traffic See table 125-1 
entering or deparnng an mstallation or access road 

ITABLE 75-7 I 
IMILITARY OVERSEA AND DOMESTIC TRANSPORTATION RE VIREMENT RECORDS 

R A B C D 
U 

L If the records are or 
E pertain to consisting of which are then 

1 cargo channel traffic airlift forms and related records at HQ AFLC and HQ destroy after 2 years 
r uirements MAC 

2 special airlift requirements 
VIa MAC 

3 

4 at HQ AFLC 

5 rts 

6 records in rules 1 through at other than HQ AFLC destroy 6 months after month 
5 and H MAC of movement 
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I TABLE 75-8 

ITRAFFIC MANAGEMENT DATA 

R A B C D 
U 
L If the records 

E are or pertain to consisting of which are then 

1	 statistical data reports and related records at MAJCOMs and below. destroy after I year 
on the move- except MAJCOM consol-
ment of passen- idated reports 

gers, personal 
property and 

cargof--
2 MAJCOM consohdated destroy after 6 years 

reports 

3	 transportabihty, inputs to IFBs. RFPs. work statements. systems speer- at the traffic management destroy upon completion of 
transportation or ficanons, drawings, statements of requirements. statts- activtty supporting systems project, or when no longer 
packaging data tical charactenstics, analyses, contractor's responses to program offices. equipment needed. whichever IS sooner 
in support of transportabihty data calls. contamerrzanon project In and subsystems management/ 
systems, sub- support of speciahzed needs, transportabihty, pack- acquistnon activities, project 
systems or spe- aging and/or transportation studies and analyses; offices. procurement offices. 
cial project inputs to program/project records, reports and sup- laboratones and related func-
development. porting data thereto nons engaged In the develop-
acquismon and/ ment, acqinstnon, test and de-
or test ployment of systems. sub-

svsterns and ecumment 

ITABLE 75-9 I 
I PERSONAL PROPERTY MOVEMENT AND STORAGE 

R A B C D 

U 
L If the records 

E are or pertain to consISting of which are then 

1	 personal prop- alphabetically arranged case files on the shipment records on domestic ship- destroy after 3 years 

erty shipment and temporary storage of household goods. mobile ments 

records homes. and unaccompanied baggage (see notes 2 and 

3)t---
2 records on international ship- destroy after 6 years 

ments 

*2.1	 Personal Prop- alphabetically arranged case files on the shipment records on nonpermanent destroy after 6 months 

erty Shipment and temporary storage of household goods. mobile case files which are for-
Records homes and unaccompanied baggage warded to a Joint Personal 

Property Shippmg Office 
(JPPSO), Central Personal 
Property Shippmg Office 
(CPPSO), or a Central Book-
msr Office (CBO) 

3	 Do It Yourself copy four of DD Form 2278, Do It Yourself Coun- at TMOs destroy after I year. 
(DITY) moving sehng Checklist 
program (pubhc 
file) 

4	 quality con- carrier performance files, facihty mspection reports, destroy after 2 years or when 

trol/tonnage dis- except Initial mspection reports, and quality control no longer needed. whichever 
tnbution records reports from members and destination traffic manage- IS later. 

ment offices I--
4.1 Carner Evaluation and Reportmg System (SERS)	 destroy I year after new hst-

documents	 other than tonnage distnbunon rosters mgs are received, or when no 

longer needed. whichever IS 

later 

.) t---
4.2	 tonnage distnbuuon rosters held by traffic management destroy 6 years after closeout 

offices 
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I TABLE 75-9 CONTINUED 

R A B	 C D 

U
 

L If the records
 

E are or pertain to consisting of whIch are then
 

5	 letters of intent letters of intent filed With transportation officer by return to carrier
 
of approved car- earners desiring to participate m DOD traffic
 

ners
 

6	 shipment of POY shippmg records, affidavits, certificates, and destroy 3 years after date of
 
pnvately owned powers of attorney or informal letters of authonty slupment
 
velucles (POY)
 

7	 household goods alphabetical case files consistmg of storage records destroy 3 years after files
 

non temporary (service orders, apphcations for nontemporary become inactive (see table
 

storage accounts storage, travel orders or other fund citing authonty, 75-3, rule 16)
 
system and other pertment records)
 
(NOTEMPS)
-

transaction edit hsts	 destro~ after 6 months --L-
9 invalid card Identification transaction type hstmgs	 destroy on correction and re-

submisston of corrected trans-
actions-10	 master rate file (basic agreement rate spread hst, cost destroy 3 years after the files
 

comparison h~h and related lllffiers) become macnve
-.u., master record list and expiration date hst	 destroy after 3~ears. 

11.1	 alpha contractor hst, service order hst, accountmg destroy after 6 months or
 
classification summary list. and quarterly conversion when no longer needed
 

to member's expense hst
-12 "as required" transaction punch cards	 destroy 3 months after the
 
end of the quarter accumu-
lated
-

13 rate transaction punch cards	 retain latest GT (gov't rate)
 
and latest RN and RT (revi-
sion) cards In active file, de-
stroy superseded cards after 3
 
months (see AFR 75-17)
-14	 consohdated monthly and quarterly invoices/annual destroy after 3 years (see table
 

service order renewal hstmzs 75-3 rule 16)
-15 contractor facility files records of all transactions	 destroy I year after all storage 
With contractors having basic agreements With DOD	 accounts paid by the govern-

ment have been removed from 
the contractor's facihty-

16	 RCS MTMC-20 report and quarterly management destroy after I year
 
mformanon hst
 

NOTES, 
Dispose of ongmal payment records relating to personal property (household goods) under table 177-5 

2 Maintain case files With records on both international and domestic shipments under rule 2 

3 Hold case files Involved In excess cost rebuttals until completion of action, or until the normal retention penod expires, whichever IS later 

76. Military Airlift. These tables prescribe disposition instructions for records relating to the transportation of cargo, 
passengers, mail, and personal property via MAC airlift (both MAC mihtary and commercial augmentation), 
LOGAIR, and other non-MAC nulitary aircraft. 

ITABLE 76-1 I
IAIR TRANSPORTATION RECORDS (EXCEPT LOGAlR) 

R A B C D 
U 

L If the records are or pertain 
E to consistIng of which are then 

·1	 MAC transportation authonza- for airhft service mdustnal fund destroy after 2 years
 
nons, MAC passenger hsts, and (ASIF) traffic at origmatmg sta-
travel orders nons
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ITABLE 76-1 CONTINUED I 
R A B C D 
U 

L If the records are 

E or pertaIn to consisting of which are then 

2 for revenue traffic other than rule 
1 and nonairhft service mdustnal 

destroy after 6 months 

fund (non-ASIF) 
manna stations 

traffic at orig-

*2.1 transportation control and 

ment for cargo and mali 
move- destroy 

m~are 

after marufest 
made 

list-

3 cash collection vouchers destroy after 2 years. 

*3.1 registered mali manifest registered mali manifest and DD 

Form 1384, Transportation Con-
trol and Movement Record used 

at origmanng 

nons 
and termmatmg sta- destroy after I year 

for airhft service mdustnal fund 

LASIfi traffic 

4 traffic transfer receipts 

*5 

~ 

cargo/passenger marufests repre-
sentmg billable revenue for 
transportation, aeromedical 
evacuation, and Special assign-
ment airlift ID1SSlons(SAAM), 
mail or rush baggage marufests, 
release from claim for property 

damage or personal injury 

for airhft service mdustnal 
(ASIF) traffic at ongmatmg 

termmanng stations 

fund 
and 

destroy after I year (EX-
CEPTION in event of 
accident, destroy after 5 
years ) (See rule 19 for 
patient manifests) 

6 for revenue traffic other than rule 
5 and nonairhft service mdustnal 

destroy after 6 months 

fund (non-ASIF) traffic at ong-
manng~ and termmatlI!.It stations 

6.1 cargo/passenger marufests other 
than those covered by rules 5 

and 6 

destroy after 1 month (EX-
CEPTION in event of 
accident, destroy after 5 

I years) 

*6.2 truck manifest truck 

forms 

marufest 
used to 

and local 
document 

release 

the 

destroy after 6 months 

release of terrmnatmg cargo 

mail from the airhft svstern 
and 

*6.3 aenal port control log marufests and forms used to show 

date and purpose of the Airhft 
Control Element (ALCE) and aid 
m completion of required reoorts 

-
destroy after 2 months 

EXCEPTION In event 
accident, destroy after 5 

lvears 

of 

*7 baggage rrregulanty files mventories, tracer actions, bag-
gage Identification tags, rush bag-
gage tags, and related corre-
spondence that are records of 
lost, found, pilfered, and damaged 
baggage used to support claims 

for reimbursement or return to 

destroy after I year 

- owner 
*7.1 at HQ 

Center 
MAC Baggage Service destroy after 2 years 

*8 transportation 
reports 

discrepancy reports pertaining to traffic irreg-
ulanties, packaging and handling 
deficiencies, over, short. dam-
aged, pilfered, and lost cargo and 
mall, and correspondence on 
passenger irrezulannes 

destroy after I year 

*9 RESERVED 

*10 RESERVED 
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ITABLE7~1 CO~D 

R A B C D 

U 

L H the records are 

E or pertain to consisting of which are then 

11 air transportation agreement release from claims for property see rules 5 and 6 
damage or personal injury re-
sultmg from travel by nuhtary 

controlled aircraft 

12 fught certificate cernficanons that travel by mih-
tary aircraft IS not for personal 
gam or for any type of remunera-
tion 

*13 apphcatlon for air travel passenger bookmz cards destroy after 3 months 

*14 RESERVED 

*15 RESERVED 

16 Special handhngldata see rules 5 and 6 

certificanon 

17 port management level listing mventones/tabulanons pertammg destroy after 1 month. 
to passengers, cargo or mali 
awamnz shmment 

*17.1 Document Control Center records used to estabhsh an order destroy weekly or when no 
(DDC) transaction requests of pnonty by Job type longer needed. 

*17.2 bumped cargo/mall worksheets records used to remove planned destroy after 1 month 

or load pull sheets and marufested (preload or final) 
cargo/mail from the marufest and 
return to the port management 
level 

*18 lIeet service arnvalldeparture lleet service checklists and related destroy after 3 months 

worksheet records 

*18.1 lIeet service equipment records used to inventory 

expendable/nonexpendable equip-
ment 

*19 aircraft ground handhng work- mbound/outbound advisory mes-
sheets sages, load planning worksheets, 

marufests (other than ongmatmg) 
patient marufests, human remains 

messages, life or death urgency 

shipment messages, penrut to 

proceed requests and penrut to 
proceed messages, delay reports, 
load sequence breakdown records 

used to provide a contmuous 
record of zround handlm~ 

20 marufest control number regis- see rules 5 and 6 
ters 

21 confirmation of passenger reser- at base transportation offices destroy after 3 months, or 
vanons or air overseas travel when no longer needed, 

whichever IS sooner 
22 carao and nassenzer schedulmz air carzo and troon backless destroy after 6 months 

23 eqwpment status reports on hand/assigned vehicles rna- destroy after I year 
tenals handling eqwpment 
(MHE) and associated aenal port 
equipment 

24 umt capability measurement sys- correspondence, messages and 
tem (uCMS) reports related records 

*24.1 foreign nuhtary sales (FMS) RCS MAC-TRK(AR)8301 and 
cargo processmg charges supporting records used to sub-

stannate carzo orocessmg charges 
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ITABLE 76-1 CONTINUED I 
R A B C D 
U 
L If the records are 

E or pertain to consisting of which are then 

*24.2 phase II data	 records used to document load destroy when no longer
 
plannmg qualifications and needed
 
currencv
 

25 air traffic handhng records	 biologicaf/re-rcmg/refngeranon a record of dally actions at air destroy after 3 months
 
logs, tenmnatmg cargo/mail, terminals
 

manifest control logs, security
 
cage logs and inventory, ong-
matmg/termmatmg MAC-
MICAP/VVIP control logs, and
 
aenal port movement loas
 

*25.1 frustrated cargo report	 records used for cargo/mail that destroy after 6 months
 
cannot be accepted or movement
 
continued 10 the airhft system due
 
to Irregulanty
 

*25.2 report of shipment	 records used to provide security destroy after 3 months
 
to secret and firearms slupments
 

in the Defense Transportation
 

SYstem
 

*25.3 tie-down equipment and nuclear	 tie-down equipment check lists, 
shonng kit accountability	 C-130 and C-141 special equip-

ment receipts and temporary
 
Issue receipts
 

*26 green sheet requests	 records of daily actions expedn- see rules 5 and 6
 
109 movements of specifically and
 
urgently needed slupments within
 

the MAC arrlift system
 

·27 cash collection receipts	 receipts used as supportmg station COpies destroy after 60 days
 
records for the preparation of
 
financial reeorts
 

*28 deviauons	 forms, logs, and related material destroy after I year
 
pertammg to approval of devia-
nons 10 moving passengers WIth
 
hazardous cargo
 

·29 hazardous matenals mformanon	 records concerrung the packag- destroy when superseded or 
file	 109, handhng, loading, and airhft obsolete
 

of hazardous cargo used to main-

tam consistent hazardous cargo
 
inspecnon procedures
 

ITABLE 76-2 I 
ISPECIAL ASSIGNMENT MISSION (SAM) 

R A B C D 
U 

L If the records 

E are or pertain to consisting of which are then 

1 arrhft flIght itmerarv lo~ special assignment revenue missions destroy after 1 year
 

2 aircraft flight rl3lO_rts
 

3 maintenance and related rec-
ords
 

4 shippers records requestmg created by MAC or provided destroy 2 years after payment
 
SAM MAC for reimbursement to AIr-

lift Service lndustnal Fund, and
 
which act as supporting records
 

for arrhft services rendered
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ITABLE 76-2. CONTINUED 

R A B C D 

U 
L If the records 
E are or pertain to consisting of which are then 

5 HQ USAF record author-
izm SAM 

6 MAC operational drrective 
(MOD), or airhft fhght inn-
erar 10 

I TABLE 76-3 I 
I LOGAIR AIRLIFT 

R A B C D 

U 
L If the records are 
E or pertain to consisting of which are then 

1 travel orders, travel au- at HQ AFLC, LOGAIR ter- destroy after 6 months. 
thorizanons mmals, LOGAIR customer 

stations, and contractor stor-
age SItes m processmg 

LOG AIR special missions 

and pilot pickups, chartered 
airhft, etc, 

2 traffic sum manes destrov after 3 years 

3 traffic transfer recemt destrov after I vear 

4 cargo/mail detail card at AFLC and MAC bases as destroy after 6 months 

ongmatmg, mtransit, and ter-
mmanng files, and at other 
nonmecharuzed air termmals 

as tennmatmg mtransit files 

5 shrppmg records, shipping general purpose punch cards used m destroy after 6 months (EXCEP-
tickets heu of a shipping record TION when held by mechanized 

acnvmes usmg cargo/mati detail 
cards servmg same purpose, destroy 
when no lonzer needed) 

6 aircraft m an accident, reports and records destroy after 2 years 

missmg status or damaged 
by ground handlmg 

7 over, short, and damaged destroy after I year 
and/or PIlfered resnsters 

8 certificates of lost shmment 

9 report of over/short ShIP-
ments 

us, air cargo marufest hsnngs and reports 

ui. header cards destrov after 90 days 

12 master routing cards destroy_ when no lonzer needed 

13 (RESERVED) 

14 (RESERVED) 

15 marufest number regIsters destroy when no longer needed. 
16 flIght data record destroy after 6 months 

17 discrepancy report tracers 

18 control 1025 

19 sunervrsors reports 

20 departure, arnval, and oth-
er operational messages 
and reports 

21 reports of damaged or un- destroy after 90 days 
proper shmments 

22 (RESERVED) 
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R A B C D 
U 
L If the records are or 
E pertain to consisting of which are then
 

23 (RESERVED)
 

24 lRESERVED)
 

25 pilfered reports reports and related records
 

26 (RESERVED)
 

27 baggage idennficanon tags lower portion destroy when purpose has
 

been served 

28 transporting explosives or Special handling data/certificates, and m-
other dangerous articles by structrons for commanders of military or 
aircraft CIVIlian aircraft 

29 air cargo routing lists 

30 backlog hsnnzs 

31 LOG AIR statistical report report and background matenal destroy after 2 years 

32 personnel property stans-
tical renort 

77. Motor Vehicles. These tables cover records relating to admtrustration, operation, and management of motor 
vehicles and motor vehicle operations sections, and selection, trammg and licensing of motor vehicle operators. 

ITABLE 77-1 

VEHICLE AND EQUIPMENT MAINTENANCE RECORDS 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

1 vehicle and equipment the lustoncal portion prescnbed by AFM retam as current for the life 

Jackets 77-310, vol II and TO of the Item (see note I), 
00-208-5 transfer to gaJD1Dgacnvtty on 

permanent reassignment or 

I-- drsposal (see note 2) 

2 the temporary portion destroy after 3 months or on 
expiration of the warranty 

penod, whichever IS later 

I--
(see note 3) 

3 vehicle histortcal records mamtamed as a central transfer to the historical por-
file non of the vehicle Jacket on 

minanon of third connnu-
anon form. or on permanent 
reassignment of vehicle, 
whichever IS sooner 

4 mmor maintenance records on minor or mobile mamtenance and cap- destroy after 3 months 

work orders tunnz labor hours 10 the tire or battery shops 

5 COPARS control and COPARS fund ledgers. sales slips. mvoice venfi-
venflcanon records cations and related records 

6 matenel control docu- COPARS stock consumption records destroy I year after comple-

r- ments tlon 

7 SBSS computer nnntouts see table 67-3 

8 work order logs and see table II-I 
cuahtv control records 

9 vehicle time cornph- TCTOs. commercial techrucal bulletms, messages, mamtamed by maintenance destroy TCTOs and commer-
ance techmcal orders letters, and one-time inspections on vehicles control and analysis cial techrucal bulletins when 

(TCTOs) the vehicle IS sent to disposal 
Destroy all other documents 
Iy_ear after comnlenon 
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I ITABLE 77-1
 

R A B C D
 

U
 

L If the records are
 

E or pertain to consisting of which are then
 

10	 motor vehicle mfor- monthly motor vehicle operations and mamte- destroy after 1 year
 
manon system docu- nance summary reports, marntenance man-hour
 
ments summary reports, employee master list, and related
 

correspondence
I--
11 daily and weekly machine run hstmgs such as ve- destroy after completion and 

lucie master lists, scheduled maintenance reports, venficanon of monthly re-
work order status reports, and related data prod- ports 

ucts
I--
12 quarterly operations and marntenance summanes destroy 1 year after comple-

and cards non of new FY summanes
 
and cards (see table 175-2)


I--
13 daily PCAM cards generated m the data collection destroy after completion and
 

system venficanon of monthly sum-
mary
I--

14	 mdirect labor time cards 

15	 control register for vehicle decal records/register and related docu- destroy after 5 years or when 

Panama official de- ments no longer needed for 
cals/rmhtarv velucles accountabilrty 

NOTES 
1. Authorization records for vehicle modifications and related matenals may be destroyed when the vehicle IS returned to Its ongina 

configuration 
2. Destroy duphcate copies of the histoncal portion of the Jacket after 6 months unless requested by the receivmg agency 

3 MAlCOMs may extend the retention penod to one year 

I TABLE 77-2 I 
I VEHICLE OPERATIONS RECORDS 

R A B C D
 

U
 
L If the records
 

E are or pertain to consisting of which are then
 

1 dnvers quahficanon	 operator quahfications and record of hcensmg, exarrn- see table 35-1 for active duty 
nation and performance, requests for dnver's trammg personnel 
and addmon to Standard Form 46, and reports of In-

quiry search-national dnver register-
2	 destroy on separation of rmh-

tary personnel (mcludmg AF 
Reserve and ANG personnel) 
i(see note 1)r--

3	 forward to immediate super-
visor of CIVIlIan personnel
 
relieved of dnvmg responsi-
bihnes
-

4 superseded	 destroy when pertrnent data IS 

transcnbed to the appropnate 
forms-

5	 medical evaluations, accident hrstones, traffic citations source records for dnver
 
and dnver awards quahflcanon
-

-L	 test results 

7	 at the unit of assignment destroy when superseded, or
 
when dnver trammg sup- when no longer needed,
 
port IS not available from wluchever IS sooner
 
the host base
 

8	 government rmhtary cards that are permanently revoked or expired destroy on expiration or revo-
vehicle operators' cation 
identificanon cards-
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ITABLE 77-2 CONTINUED I., 
U 
R A B	 C D 

L If the records
 

E are or pertain to consisting of which are then
 

9	 cards on mdrviduals separated and crvihans reassigned destroy on separation or re-
to duties not recumnz vehicle operation assignment (see note 2) 

10 leasing lured motor velucle reports	 destroy after completion of 
next annual report 

11 motor vehicle acci- reports of accidents, estimates of damage, reports of	 destroy 3 years after final 
dent case files	 survey, statements of charges, cash collection vouch- acnon (see note 3) 

ers, or comparable records, photographs (when 
recurred). and related correspondence 

12	 operators mspecnon operators checklist notmg velucle deficiencres (see destroy 1 month after closeout 
guide and trouble note 4) or when no longer needed, 
report forms whichever IS later (see note 

3) 

13 servicing fuel/OIl Issue forms	 destroy after completion and 

venficanon of monthly re-
11l9ns-

14 vehicle op~ratlons records	 destrov after 3 months 

15 state gasolme tax records in transportation and contracting offices sup- for claims agamst the destroy after 4 years
 
refund claims porting claims for refund of avianon and motor fuel states of Anzona, Ore-


tax (see note 5) gon, Cahforrna, and
 

Washmzton
-
16	 for claims agamst the destroy after 5 years
 

state of Montana
 

17	 vehicle operations vehicle control officer (VCO)/NCO appomtrnents, mamtamed by VOOs destroy when superseded or 
officer's (VOO) bnefing checklists, parking area approvals, VISitS obsolete 
organizanonal file results, receipts for velucles and accessones, vehicle 

authonzanon annual reviews, Justifications for vehicle 

dispatch and Similar records 

18	 VCO/NCO docu- maintained by
 

ments VCOS/NCOs
 

*19 US government na- cards	 Issued, recalled, and/or destroy 6 months after final 
nonal credit cards	 maintamed by vehicle payment on all invoices cov-

operations or requisr- ered by a specific card 
trorung agencyt---

*19.1 mamtamed by return to ISsUIng activity upon 

VCOs/NCOs expiration or recall, which-
ever IS sooner r--

20	 credit card registers, COpies of records certifying loss, destroy I year after the close 
mvesnganon destruction, turn-in, validation, and of the fiscal year 
related recordst--- , 

21 letters of certification/accountability destroy when superseded, 
obsolete, or on termmation of 
reourrement 

*22 transportation AF Form 868 and related records at issuing offices retain for 3 months, or until
 
requests no longer needed, whichever
 

IS later
 I--
23 request for Motor Vehicle Services (AF Form 868), imtiated as a result of destroy after 2 years 

loa of events and related correspondence exercises/ d~lovments 

NOTES 

1 DO Forms 1360 may be given to mdrviduals being separated from the service 
2 Mihtary personnel may keep mvahdated cards 

3 Records on velucles involved in acts of misuse or abuse resultmg m disciplmary acnon, and records on vehicles involved in accidents or other 
unusual situations, and that are made part of another case file, have the same disposmon as the particular file 

4 Imtiate a new form for each velucle at the first inspecnon of the month, or when a vehicle, in for extended repairs, storage, or awaitrng diSPOSI-
non, IS returned to operational status 

5 See table 177- 18 for records mamtained by commercial services 



186	 AFR 12-50 Vol II 30 October 1987 

78. Industrial Resources. These tables cover records pertaining to priorities, allocations, matenals stock piles, indus-
trial equipment and facilities, and readiness requirements for materials and industnal facilities. 

ITABLE 78-1 I 
I INDUSTRIAL READINESS AND MOBILIZATION 

R A B C D 

U 
L H the records are
 

E or pertain to consisting of which are then
 

1	 mdustnal mobilization facihty allocations, procurement planrung schedules, plan- retire as permanent (see note)
 
and procurement plan- nmg studies and reports submitted by mdustnal concerns,
 
rung mspecnon reports, specifications, drawmgs, and related
 

corresnondence
 

2 national mdustnal forms and correspondence on annual mspecnons of depart- destroy after 2 years
 

plant reserve program mental mdustnal and national mdustnal reserve plants
-
3 mobilization planrung status of govemment-owned or spon- at HQ AFSC 

sored plants, and related records 

4 DOD mdustnal readi- requests for registration of plants, notice of transfer requests destroy when superseded, when 

ness plannmg program	 for changes m current register of planned emergency pro- plannmg actions desired are re-
ducers, requests for p1annmg authonty, schedules, plannmg flected m revised register of 
agreements, production planrung records, factual data con- planned emergency producers, or 
cerrung production capabihues, plant loadmg records, alloca- after facrhty has been dropped 
non of capacity, apphcanon forms reports correspondence, from the program, wluchever IS 
and related or comparable records sooner 

5	 procurement reserve production planrung schedules destroy 18 months after super-
program seded or obsolete-

6 production and facihty data	 destroy when superseded or
 
obsolete
-

7 worksheet data	 destroy when mforrnanon has 

been incorporated mto the apph-
cable format reoort 

8	 consohdated Repubhc production planrung schedules, DOD guidehnes for T-day retam as permanent (see note)
 
of VIetnam AIr Force studies, Impact data covenng production stretchouts, etc,
 
(RVNAF) improve-
ment and moderruza-
tion program
r-

9 worksheet data and backup mformanon	 destroy I year after data IS trans-
ferred onto the apphcable format 
report 

NOTE Offer to the National Arcluves m 5-year blocks when latest record IS 25 years old 

I ITABLE 78-2 

I INDUSTRIAL E UlPMENT RECORDS 

R A B C D 
U 
L H the records 
E are or pertain to consisting of which are then 

1 property records DOD property record, DOD property supplementary at the designated monitor- destroy when no longer 
data, and smular forms and records mg acnvuy, and used for needed, or 2 years after final 

inventory control disposition of the equipment, 
whichever IS sooner 

at acnvmes other than the destroy on completion of 
morutonng activtty, and action 

used m vanous phases of 
inventory, reallocation, 
turn-in of mdustnal equip-
ment or srmilar u oses 
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ITABLE 78-2 CONTINUED I 
R A B C D 
U 

L If the records 

E are or pertain to consisting of whicb are then 

3 htstorical files Inventory, mspection, and change data or supplementary at DOD components send the his ton cal file to the 
data, packmg lists which descnbe the basic Item and list consignee 
all accessones and auxilianes Identified to the basic Item, 
inspection and test records, reports and forms (such as 

analytical test forms, work orders, maintenance expends-
tures cost estimates of repairs or rebuild), and related 

data which fully depicts the current operating conditions 

of the equipme-it, purchase order, purchase description, 
receivmg reports DIPEC movement notice, shipping 

record, damage or shortage reports, and related control 
records which are retained 10 other administrative or 
official contract files or used for other purposes, and 

technical data, mcludmg Opel anng and mstallatron 
mstructions, diagrams of electncal and hydrauhc systems 

and utihty connections, photographs, manuals, and other 
manufacturers hterature, maclune parts hsts, and lubn-

I--- catmg charts 

4 at a non-DOD agency or offer the file, consisnng only 
organizanon, or sold of the technical data (such as 

drawings, diagrams, manuals 

and other manufacturers ht-
erature and analytical test 
forms), for transfer with the 

I--- installation olant eoumment 

5 destroy all lustoncal record 

data pertammg to an Item of 

I--- IPE that IS no longer needed 

6 destroy all histcncai data on 

an Item of IPE destroyed or 
abandoned except technical 
manuals, manufacturers litera-
ture, and Similar data wluch 

may be needed by the dispos-
mg activity to complete or 
estabhsh lustoncal records for 
another mdustrial plant equip-

I--- ment Item 

7 at the former AFDIER destroy after 5 years 

Storage Site #7, and 

transferred to NPRC 

- (MRC) 

8 manual data forms maintained With equipment In current retain as part of the equipment 
use filled-in and last entnes have been carried to new histoncal file, or destroy after 
forms 3 months If they do not con-

tam historv information 

I TABLE 78-3 

I INDUSTRIAL FACILmES RECORDS 

R A B C D 

U 
L If the records 
E are or pertain to consisting of whicb are tben 

1 Industnal Defense records used 10 conducting a survey of a facility to de- superseded, or facihty destroy when no longer 
Survey	 termme the areas, elements, or other aspects or portions IS deleted from the needed 

of the facihty which should be protected, and how best key facilities list 
to protect them'---
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I	 ITABLE 78-3 CONTINUED 

R A B C D 
U 
L If the records 

E are or pertain to consisting of which are then 

2	 at a facihty whose In- transfer the complete file to 
dustnal defense cogru- the gammg activity 
zance has been trans-
ferred 

3 program funding	 studies, reports, funding Justifications, manual and at HQ USAF and retire as permanent one mas-
mechanized statistical summanes and tabulations, work- MAJCOMs ter copy of each FY program 

mg papers, other supportmg data and related correspond- document, with program jusn-
ence accumulated when annual mdustnal program fund- fications and approved fund-
mg determmations are compiled which reflect by specific mg authorizanons 

system program, or project, the facilities, resources, and 
requirements (real property acquismon, facilities expan-
sion, plant mamtenance, equipment and equipment 
modernization or replacement, etc) (see note) r--

4 below MAJCOMs	 destroy all feeder reports, sta-
usncal data, other source or 
background support papers, 
etc, when superseded, obso-
lete or 2 years after year m 

which appropnanon was 

made available for obhganon, 
whichever IS apphcable (EX-
CEPTION Data on require-
ments not accepted for inclu-
sion in the current year pro-,-. 
gram IS retained for resubrms-
sion purposes for not more 
than 3 years and destroyed) 

i .i:, . r--
~, 5 program records other than rule 3	 destroy when superseded, ob-

solete or no longer needed 

6 expansion case files	 real property records which relate to facility leases, lease- retire record sets as perma-
holds, contractor's agreement, contractor appendices, AF nent. 
final drawings of facihty expansion, authonzauon of 
acquismon of faculties, facility contract, delegations of 
authority, powers of attorney, and similar legal records 

reflectmg the plannmg, acquisinon, and admimstranon of 
facility projects r--

7 With a pnme contract	 destroy m accordance with 
table 70-1 

8	 general purpose records related to Government-owned equipment or
 
production equip- machinery furrushed to contractors, mcludmg subcon-
ment records tractors, when specifically provided for in the terms of a
 

wntten contract bailment agreement or lease 

9 facility capabrhty preaward survey of prospective contractor general, facil- destroy when superseded, ob-
report system ity advisory board actions, rephes to the buyer, supple- solete, or no longer needed 

mental correspondence relative to a contractor's facilities 
equipment, engmeenng capabilities, financial status, qual-
rty control and productive capacity, and comparable 

records 

NOTE Consohdated funding determmauons are forwarded to the Director of the Budget, HQ USAF by Financial Status of RDT&E and F 
curement Program 

,.. ' ,
{f 
i , 

";;r.'	 . 

'. ~~;;'~: ~. .-~ 
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ITABLE 78-4 I 
IPRIORITIES AND ALLOCATIONS RECORDS 

R A B C D 
U 

L U the records are 
E or pertain to consisting of which are then 

1 register of con tractor requirements and pnonnes assistance requests With con- at the OPR destroy I year after final pro-
reqwrements and pn- trol number cessmg 
onnes assistance re-
QUests 

:z Defense Matena! Sys- program determmanons furnished by DOD DDR&E at HQ USAF destroy after 3 years 
temjpMS) allotments 

3 OMS summanes OMS reqwrements worksheets and statistical services at the OPR 

mcludmg tabulations and preparation of balance sheets by 
program 

4 OMS master contrac- records of all reqwrements by manufacturer, mstallanon at MAJCOMs destroy after 5 years 

- tor files and program and related correspondence 

5 below MAJCOMs destroy I year after contract 
expires 

6 contractor control cards and ledgers assrgmng control numbers to manu- at MAJCOMs destroy I year after discon-
number assignment facturers and mihtarv mstallanons nnuance of OMS 

7 manufacturer's statistr- hstmgs by manufacturer and program showmg matenal at the OPR destroy after I year 
cal hstmg requirements for current and any of the five followmg 

Quarters 

8 Jomt Aeronautical operatmg procedures, orgamzauonal charts, etc, at MAJCOMs destroy after 10 years 
Matena! Acnvuy 
organization and opera-

- nons procedures 

9 below MAJCOM destroy when superseded, 
obsolete. or rescinded 

10 bills of matenals and raw, basic processed, and semifabncated matenals, unit at MAlCOMs destroy 25 years from date of 

- unit Weight summanes weight hstmg for arrframes, engmes, etc, bill of matenal (see note) 
11 below MAlCOM destroy on completion of con-

tract (see note) 

12 history of OMS and samphng of organizanon and function charts, pohcy, pro- at MAJCOMs renre as permanent, 
Defense Pnonty Sys- cedures, and miscellaneous adrmmstration data 

- tem (DPS) 

13 below MAJCOM destroy on completion of con-
tracts 

14 OMS audit reports reports of mstallanons and contractor plants and related at MAJCOMs destroy after \0 years. 

- correspondence 

15 below MAJCOM destroy 6 months after next 
clear audit 

16 controlled and cnncal reports, supportmg data, and related correspondence at MAJCOMs destroy after \0 years. 

- matenals (lustoncal) 
17 below MAJCOM destroy after 3 years 

18 cnncal shortage case forms and correspondence on assistance to contractors or at MAJCOMs destroy 3 years after close of 

- files military mstallations in obtauung matenals m short supply case 

19 below MAJCOM destroy 3 months after com-
plenon of action 

:zo DMS-DPS imple- regulations, DAR supplements, manuals, etc, at MAJCOMs see table 5-1 
?ro- menUn~ Instructions 

NOTE. Destroy bills when revrsions are received and summanzed 
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ITABLE 78-5 I
 
I CONSERVATION PROGRAM RECORDS (SEE NOTE)
 

R A B C D
 

U
 

L If the records are
 

E or pertain to consisting of which are then
 

-L reports monthly reports	 at HQ AFSC and contract management drvtsion destroy after I year 

2 at AF contract management divisions and AF destroy after 6 months 

~mant renresentanves-
3 Quarterly reports	 at HQ AFSC and contract management divisions destroy after I year 

surveys	 destroy after 2 years ~ 
5	 at contract management districts and AF plant destroy after I year
 

representatives
 
I 

6 minutes of advisory at HQ AFSC, contract management diVISIOns, AF
 

board meetings contract management regions, and AF plant
 
reQresentatlves
-

7	 at contract management region advisory boards destroy after 2 years
 

to which they pertain
 

8	 USAF semiannual re- at HQ AFSC and contract management divisions
 

port on conservation of
 
crrtical matenal
 

:--
9 at AF contract management districts and AF destroy after I year 

plant representatives 

10	 brochures and/or at sponsonng acnvines destroy after 5 years
 

conference minutes
~ 
11	 at other than sconsonnz acnvines destroy after 2 years 

12	 bulletins and newslet- at publishing acnviues
 

ters
~ 
13	 at other than pubhshmg acnvines destroy after I year 

NOTE' These records relate to and specify measures taken to conserve and attain the maximum utility of equipment, supplies, manpower, mate, 
als, and other resources necessary to national defense by making available Ideas and suggestions In an Interchangeable basis between defense age 

cies and interested contractors 

79. Contractor Industrial Labor Relations. These tables cover records pertaming to mdustnal manpower utihzanor 
industrial labor relations, labor disputes, labor law compliance, and selective service deferments. 

ITABLE7!H I 
I INDUSTRIAL MANPOWER RECORDS 

R A B C D
 

U
 
L If the records are
 
E or pertain to consisting of which are then
 

1 occupational deferment summary of occupational deferment	 actions, comparable destroy when individual IS 

case files forms, and supporting records	 removed from Reserve or 
deferred status, or IS inducted 

into the Armed ServicesI--
2 deferment records destroy after actions have 

been recorded on summary 

IustonesI--
3 summary histones destroy after 25 years 

4 labor relations prob- reports relating to labor management ISSues, mcludmg	 destroy when superseded, ob-
lems	 background data and pubhcanons such as daily/weekly solete or no longer needed 

stnke reports, wage data records covenng labor manage-
ment relations and labor laws, collective bargauung 
agreements, legal opmrons, and other documentation 

reqwred by AIr Force Industnal Labor Relations Offices 
not covered elsewhere In this rezulation 
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I TABLE 79-1 CONTINUED I 
R A B C D 
U 

L If the records are 
E or pertain to consisting of which are then 

5 labor relations mvesn-	 field checks conducted at the work site of contractors or at AF haison offices destroy 3 years after case IS 

ganon case files	 subcontractors to determine degree of compliance with closed 
established labor standards, reports of special mvestiga-
non of suspected cnmmal or other violauons of the apph-
cable labor laws

I--
6	 cases mvolvmg willful and cnmmal VIolations, debarment at HQ USAF
 

actions, and restitution over $500 and liqwdated damages
 
over $100
 

7	 wage and salary ac- studies used for comparative analysis, and which serve as at procurement ac- destroy when no longer 
ceptance analysis stu- the basis for determmmg whether specific wages and nvines needed 

dies salanes are to be accepted as an element of reasonable 

cost to be allocated to AF	 contracts 

80. Research and Development. These tables cover records pertaining to the policies, procedures and standards for 
research, development, test and evaluation, including the production of sciennfic and techmcal studies to seek new 
basic knowledge from WhICh techruques for improved aeronautical equipment, matenal, and utilizanon of human 
resources can be devised; studies to establish the technical adequacy and quahtanve characteristics of matenel; opera-
nonal test and evaluation (OT&E) of all types of equipment and systems including weapons systems, new and 
modified equipment, tactics, techruques and procedures that satisfy immediate operational requirements and/or pro-
vide a basis for development of increased capabilities. 

I ITABLE SO-I 

I	 IR&D PLANNING AND PROGRAMMING 

R A B C D 

U 
L If the records 

E are or pertain to consisting of which are then 

1 HQ USAF require- Required Operational Capabihnes (ROCs) and related at HQ USAF OPR retire as permanent (see
 

n, ments and objec- feasibility studies, Required Action Directives (RADs) note)
 
lives and related correspondence used as a basis for formu-

lanng R&D efforts (see AFR 80-2)
-
2 action office COpies mam- see tables S0-2 and SOO--I 

tamed with program, proj-

- ect or system records 

3	 destroy on completIon of 
program or project or 
when no longer needed 
see note) 

4	 HQ AFSC require- AFSC planrung activity reports, technical plans for aero- at prepanng offices retire as permanent after 5 

ments and objec- space mstrumentauon, and similar long-range plans used years (see note) 
lives as a basis for formulatmg R&D efforts to increase scien-

nfic knowledge and upgrade the technological base for 

- rmhtary apphcanons (see AFR S0-2) 

5	 at other than prepanng destroy when superseded 
offices or obsolete 

6	 implementation doc- plans and proposals, i e , R&D planrung summanes, see tables 80-2 and 800--1 

uments In system development concept papers, area coordmanng papers, 
program or project program change proposals, and proposal records, direc-
case file nves and deCISIOns, i e , development program au-

thonzanons, guidance, program change decisions, pro-
gram/budget decisions, and related records-

7 not In case file	 destroy on completion of 
R&D effort or when no 
longer needed 
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ITABLE SO-I CONTINUED 

R A B C D 

U 
L If the records 
E are or pertain to consisting of whicb are tben 

8 mdependent R&D tecbrucal evaluations and related records created as a at HQ AFSC destroy 2 years after com-
evaluations result of an Armed Services Research Specialist Com- pletion of action 

mittee assignment (DOD evaluations are made by AF, 

- Army or Navy, and coordinated among the services) 

9 Army or Navy evaluations destroy 1 year after coor-
accumulated at HQ AFSC dmation or final consol-

- idanon 

10 all evaluations other than destroy when no longer 
m rules 8 and 9 needed 

11 summary, status, indexes of USAF R&D projects, pnonnes, and program at HQ AFSC office of retire as permanent after 2 

and projected pro- elements, financial status-R&D and procurement pro- record years (see note) 

I--
gram reports grams, and comparable reports 

U at other than HQ AFSC destroy when superseded 

office of record or no longer needed, 
whichever IS sooner 

13 Techrucal Objec- Techrucal Objectives wluch descnbe goals or techno- TOOs with background retire as permanent 2 years 

uves and Technical logical needs, compiled into TODs by responsible AF Technical Objectives at after they are superseded 

Objectives Docu- laboratory and published by HQ AFSC HQAFSC or obsolete (see note) 

,.-- ments (TOOS) 

14 TODs and Technical Ob- destroy on publication of 
jecnves retamed by pre- TOO by HQ AFSC 

I--
paring office 

15 TOOs and Technical Ob- destroy when superseded, 
jecnves accumulated by obsolete or no longer 
acnvrties other than HQ needed, wluchever IS 

AFSC or orecanna office sooner 

16 unsohcrted propos- unsolicited articles, disclosures, and voluntary proposals, mamtam accepted pro-
als and their evaluations (see table 110-2, rule 3, for mven- posals and eval uanons 

non disclosures) With project/task area or 
system records, and use 

I-- same retention oenod 

17 destroy rejected proposals 

and evaluations after 6 

I-- months 

18 hstmgs, forms, logs or other records destroy when no longer 
needed 

19 SCientific and tech- collections of technical and scientific matenals destroy when superseded, 
mcal reference files obsolete or no longer 

needed, wluchever IS 

sooner 

20 govemment-mdustry techrucal and SCientific records, abstracts of such, and destroy mdexes when 

data exchange pro- nucrofilm files furnished by GIDEP replaced by updated ones 

gram (GIDEP) Return microfilm cart-
ndges to GIDEP Oper-
ations Center on request 
Submit responses to UDR 

to Operations Center 
Destroy SETE reports 

when no longer needed. 
Destroy failure rate data 
products when updated 

comes are received 

11 Independent Re- records pertaining to requests for independent research, destroy 2 years after close 

search Fund rec- COpies of fundmg allocations and related documents of FY in which effort was 

ords (laboratory mvolvmg use of laboratory director's funds/discre- completed or termmated 

--- Director's funds) trenary funds wluch are approved or pendmg approval 
by commandlcluef screntist 
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R A B	 C D 
U 
L If the records are
 

E or pertain to ecnsisting of which are then
 

22	 destroy disapproved and 
rejected requests after 2 

years or when no longer 
neededr--

23	 independent research records, correspondence, scientific accumulated and main- destroy 5 years after the 
breakthroughs, quarterly reports, techrucal reports, au- tamed as a complete case close of FY 10 wluch the 
thonzation records, drawings, specificanons, technical file by the technical engi- effort was completed or 
evaluations, results and conclusions, etc, neer/sciennst assigned termmated. 

responsrbihry for the effort 
but not transferred to the 
regular R&D nrozramr--

24	 see table 80-2, rule I for 
independent research rec-
ords transferred to the 
regular R&D nrozramr--

25	 records accumulated by destroy on completion or 
HQ AFSC and other ac- termmanon of effort 
nvines 

NOTE Offer to the National Archives 10 5-year blocks when latest record IS 25 years old 

I TABLE 86-2 I 
I INDIVIDUAL R&D PROJECTS I 

R A B C D 
U
 

L If the records
 

E are or pertain to consisting of which are then
 

1 R&D case files	 authonzanon records, requirements, plans, schedules; accumulated and main- retire as permanent 2 years 

contractual and procurement records, drawings, spe- tamed as a complete after terminanon or comple-
cificanons, photographs, techmcal progress summanes record by a project task non of effort 
and reports, technical evaluations, results and conclu- area or work unit scientist, 
SIODS,techmcal documentary reports, management engineer, or officer having 

reports on R&D efforts and engmeenng services, oper- pnme responsibihty for an 

atmg reports, i e , progress management rush, and ter- approved R&D effort from 

mmation reports contammg technical and related admm- Its mmanon through devel-
istranve, fiscal, personnel and logisncal mforrnanon, opment, design and tesnng 

notices of cancellation and related correspondence, 10- to completion 

eluding R&D project record books 

2	 R&D support accumulated and main- destroy 3 months after ter-
case files	 tamed by supporting, parti- mmanon or completion of 

cipatmg, testing or other the acnvirys particrpanon 10 

acnvity not havmg pnme the R&D effort. 
resP9nslbl.IIty 

3 (RESERVED)
 

4 (RESERVED)
 

5 R&D documen- accumulated by acnvines destroy on completion or ter-
tanon other than rules I and 2	 mmanon of the R&D effort 

or when no longer needed, 
wluchever IS sooner 

6	 engmeenng ser- records accumulated for engmeenng services performed srgmficant ESPs accumu- destroy 2 years after com ple-
VICes program by AFSC, for program gwdance and control resources lated by HQ AFSC OPR non or termmation of the en-
(ESP) unhzed, i e , R&D management reports, engmeenng ser- gmeenng service 

VICes project plans, program schedules, project fund sum-

manes, and other pertinent records
-
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ITABLE 80-2 CONTINUED 

R 
U 

L 

E 

A 

If the records 
are or pertain to consisting of 

B 

which are 

e 

then 

D 

7 accumulated by HQ AFSe see table 66-9 
OPR for services per-
formed for AFSe acnvi-
tlesf-

8	 accumulated by acuvities destroy on completion or ter-
other than HQ AFSe mination of effort, or when 
OPR no lonaer needed 

9	 cooperation With mulnnatronal R&D and production programs documents- atOPR retire as permanent (see rule 
other countries tlon 1) 
in R&D of de-

f- fense equipment 
10 techruca1 data exchange programs, including mutual retire as permanent. 

weapons development data exchange program 
(MWDDEP) and defense development exchange pro-
2I'8.II1 CDDEP) 

ITABLE 80-3 I 
IR&D TEST AND EVALUATION RECORDS 

R A B e D 

U 
L If the records 
E are or pertain to consisting of which are then 

1	 data collecnon rec- raw test data, mcludmg magnetic tapes (digital, analog, destroy on complenon or termi-
ords	 Video, and loop tapes), radarscope films, photograplnc nation of effort, or when no 

mstrumentanon, motion picture film, punch cards, and longer needed (see note 5) 
smular records a result ofT&E and R&D efforts 

2	 data reduction rec- tapes of computed data, mcludmg intermediate workmg destroy when mformanon has 

ords	 tapes, oscillograms, Sanborn charts, vtbragram graphs, been condensed, noted, included 
vibration power density plots (X-Y plots), computer list- in a summary, analysis, or eval-
mgs (read-out sheets), Delte-V-Graphs, space-time data uanon report, on completion of 
reduction reports, and similar records the R&D effort, or when no 

Ionzer needed 

3 R&D test analysis summary reports of test results, e g., analysis of reduced in system or R&D see tables S0-2 and SOO-1. 
and evaluanon re- data and informanon collected dunng the test spectrum, case file 
ports reportmg of results determmed by analyses, and recom-

-
mendanons made by evaluator and furnished to interested 
agencies and acuvmes 

,..L in ESP case files see table S0-2. 

5	 all copies other than destroy on completion or ter-
those in R&D or mmanon of effort, or when no 
ESP case files longer needed 

6 test supervision	 records created by AF test facilrties providing super- test facility records destroy 1 year after completed 
vision over tests accomplished by operating contractors, reflecting discrep- action, or 1 year after macn-
and indirect support to tasks and contracts under ancies noted and vanon, wlnchever IS sooner. 
assigned R&D projects corrective action 

takeni--
7 test facility records destroy after 5 years 

reflecttng direcnou 
provided, or winch 
determine course of 
a program f--

8	 filed in R&D proj- see table S0-2 

ect case file '--
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I TABLE 80-3 CONTINUED I 
R A B C D
 
U
 
L If the records
 
E are or pertam to consisting of which are then
 

9 not in case file or at destroy on completion of related 
test facihty effort, or when no longer needed, 

whichever IS sooner 

10	 heanng conserva- forms and related records contammg audiometrtc data see table 160-6 for ongmals
 
non data and noise exposure Information
~ 

11	 destroy COpies after data IS ex-
tracted and placed on cards for
 
data processing
I--

12 destroy cards after data has been
 
I placed on magnetic tape
~ 

13	 destroy tape when no longer
 
needed, or after 25 years, which-
ever IS sooner
 

14	 aeromedical re- medical exammanons performed on selected personnel by destroy paper after determmmg 
search data	 medical facilities throughout the AF, and forwarded to that resultmg rrucrofilm meets 

USAF School of Aerospace Medicme, Brooks AFB (see arcluval standards 
notes I and 2)~ 

15	 destroy microfilm when no
 
longer needed
 

16	 natural aerospace upper air and space data above normal termmation level see table 8(}-2, and rules I and 2
 
environmental data of conventional sounding Instruments, meludmg mfor- above (see note 4).
 
acquired dunng matron from rawinsondes, radiosondes, rockets, probes,
 
R&D (see note 3) satellites, or other vehicles or techruques yielding
 

hrzh-Ievel dataI--
17	 rmcrometeorological data at any level of the atmosphere,
 

mcludmg data for smallmtervals of space or time, dis-
tnbuted verncallv or honzontallv
~ 

18	 meteorological data at any level of the aerospace envi-
ronment for locations and/or times for which these data
 

are not normally observed and recorded on a routme
 

basis
 

NOTES 
I. The ongmal of certam aeromedical consultations performed on aircrew members referred to USAFSAM are Included 

2. Data from these records are coded and compiled by USAFSAM IS support of aerospace medical fitness program and ECG library These 
records include AF Form 81, Aerospace Survey-Identification Data, SF 88, Report of Medical Exammanon, SF 93, Report of Medical HIStOry, 
Electrocardiograms (ECGs), Electroencephalograms (EEGs), Tonometry, Optic Fundi Photographs, Pulmonary Function Data, Phonocardiograms 
and X-rays 

3 On completion of evaluation of the vahdity of these data, a complete descnpnon 15 sent to the Environmental Technical Applications Center, 
Scott AFB IL 62225 After evaluation, that Center furrushes the acqumng activity a listmg of records desired COPies can be furnished the Center 
on microfilm, tape, pnntout, or any other method wluch the acqumng acnvity may deem most feasible 
4 Project and program managers and contracting officers will insure that propnetary nghts of the government to data under contract are main-

tamed 
*5 All audiovisual media will be screened for possible histoncal srgmficance and those Items will be forwarded to the 1352 A YS, ATTN DOD 

Motion Media Records Center, Bldg 248, Norton AFB CA 92409-5996 

I TABLE 80-4 I 
I CHARACTERISTICS GUIDES AND DESIGN HANDBOOKS 

R A B C D 
U 

L If the records 

E are or pertain to consisting of which are then 

1 charactensncs record sets of each charactensnc gwde published at issuing activity, retire as permanent Offer to the 

guides under AFR 80-16, mcluding background matenal and National Arcluves 20 years after 
other data provided for m AFR 5-1 disposal of the specific weapon sys-

tems-



196 

I TABLE 86-4 CONTINUED 

R A 8 

U 
L If the records 
E are or pertain to consisting of 

2 guides and current outstandmg addenda no longer 
required 

f--

~ superseded guides 

4 manuscripts or proofs 

5 AFSC design Special pubhcanons providing a current authontative 
handbook source of design data m support of the definition, 

design and development of AF systems and equip-
ment, winch can be used as a basis for design deer-
SIOns,cntena and gwdance 

f--
6 

I--
7 all background material for publications covered by 

rule 5 

,.....-
8 all background matenal for pubhcations covered by 

rule 6 

I TABLE 86-5 I 
I OPERATIONAL TEST AND EVALUATION (OT&E) RECORDS 

R A 8 
U 
L If the records 
E are or pertain to consisting of 

1 reqwrements Reqwred Operational Capabilities (ROCS), Program 
and objectives Management Directives (PMOs) or sumlar records and 

related correspondence used as a basis for OT&E elforts ,..--
2 

-
3 

4	 operations memoranda, reports, drawings, charts, graphs, statistics, 
analyses reference, source matenals and other summanzed data 

I--
5 
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C	 D 

which are then 

at other than issuing 
activity 

forward m their binders to 2750 
ABW /DABW, Wright-Patterson 

AFB OH 45433 

destroy 

see table 5-1 

at HQ AFSC OPR retire as permanent when system IS 
out of mventory Offer to the 
National Archives m 5-year blocks 
when most recent records pertain to 
systems out of the inventory for 30 
iyears 

at other than HQ 
AFSCOPR 

destroy when superseded, obsolete 
or no longer needed, whichever IS 
sooner 

at HQ AFSC OPR retire when system IS out of mven-
tory, destroy when records pertain 

to systems out of inventory for 30 
years 

at other than HQ 
AFSCOPR 

destroy when superseded, obsolete 
or no longer needed, whichever IS 
sooner 

C	 D 

which are then 

imnated at HQ USAF / retire as permanent 
MAlCOM/major subordi-
nate command OPRs 

action office COpiesmain-
tamed In protect case files 

COpiesother than those destroy on termmanon of re-
covered in rules I and 2 lated effort or when no longer 

needed 

incident to analyses and retire as permanent With re-
study of AF operational lated project case file 
acnvines, problems of 81r 
warfare, eqwpment, 
weapons and weapon sys-
tems, tactics, strategy, 
orgamzanon, or any other 
field of responsibihty 
related to OT &E efforts 

other analyses resultmg retire as permanent (also see 
from but not a part of a table 55-6 for other analyses) 
nrorect or case 
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ITABLE 80-5 CONTINUED 

R A B C D 
U 
L If the records 
E are or pertain to consisting of which are then 

6 OT&E test/ complete history of approved tests/studies from minanon m case file of project retire as permanent 
project/study to completion, mcluding requirements, authorizanons, officer having pnme 

records, mclud- plannmg, and Implementation records, progress and status responsibihty for the pro-
mg those result- reports, pertinent fiscal records, contractual and procure- ject or program 
mg from ment records, COpies of unsolicited proposal evaluations, 
foreign rmhtary drawings, specifications, and photographs, technical 
assistance pro- reports, evaluations, results and conclusions; notices of 
grams which cancellations, and related correspondence 

document test-
mg and evalua-
non of equip-
ment/ methods 

With or for 

t-- other countnes 

7 at supporting, momtonng, destroy on completion or ter-
and other acnvmes mmanon of effort, or when no 

longer needed, whichever IS 
sooner 

8 summary re- penodic reports on progress or status of test/project/ minated by officer respon- retire as permanent with proj-
portmg study sible for effort ect officer's case file (see rule 

t--
6) 

9 consohdated summary destroy when superseded 

f-- reports 

10 input support for Development Test & Evaluation not in R&D project offi- retire as permanent or for-
(DT &E) testing apphcable to related OT &E cer's case file ward to urut responsible for 

related OT &E If known, for 
inclusion m project officer's 

f-- case file (see table SO-3) 

11 final reports with results, evaluations, and conclusions ill project officer's case file retire as permanent 

r---- _(see rule 6) 

12 COpies other than rule 11 destroy on completion of 
project/program or when no 

longer needed, whichever IS 

sooner 

13 unsolicited pro- unsolicited articles, disclosures, voluntary proposals and accepted proposals and retire as permanent With proj-
posals their evaluations (see table 110-2 for mvention disclo- evaluanons ect officer's case file (see rule 

f-- sures) 6) 

14 rejected proposals and destroy after 6 months 

f-- evaluations 

15 hstmgs, forms. logs, or other Similar records used for control purposes destroy when no longer 
needed 

16 scientrfic and collections of technical and SCientific materials accum- destroy when superseded, ob-
technical refer- ulated for reference and research purposes m accom- solete or no longer needed 

ences not phshmg program/project/case and related work 

covered else-
where ill this 

regulation 
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81. Specifications and Standards. This table covers records related to the policies and procedures govermng 
specifications and standards m the execution of procurement contracts, including such matters as the umform iden-
tification, hmitanons, and charactensncs of and techmcal requirements for matenel, standardization of processes, 
products, services and procedures. 

ITABLE 81-1 I
 
ITECHNICAL AND PROCUREMENT DATA (SEE NOTE)
 

R A B	 C D 

U
 

L If the records
 

E are or pertain to consistIng of which are then
 

1	 specifications specifications and related record transmittal coordmanon, destroy after 2 years, or after 
and comparable or related records	 receipt of the published spe-

crfications, whichever IS 

sooner 

2	 engmeenng and specifications and related records-such as drawings, destroy after 2 years
 

technical data parts catalogs, and other procurement and technical data
 

specifications
f--
3 destroy after completion of 

the orocurement action 

4	 correspondence correspondence relatmg to propnetary nghts or trade retire as permanent
 
between con- secrets reflected in technical data furnished the gov-
tractors and the ernment, and authonzanon granted to or nghts obtained
 

AF by the government to reproduce and distribute COpies of
 
data	 to nongovernment agents or azencies 

5	 Identification retained With copy of see table 70-3
 

markings, con- PRsIMIPRs/LPRs
 

tamer marking,
 
and AGE con-
trol
 

NOTE See table 310-1 for management of contractor data 

82. Designating and Naming Defense Equipment. ThIS table covers records related to policies, procedures, and 
responsrbilines for assigning type designations and popular names to categones of defense equipment, such as aircraft, 
rockets and guided missiles, electromc, photographic, aircraft propulsion, gas turbine engines, aeronautical support, 
etc. 

I TABLE 82-1 

DESIGNATING AND NAMING DEFENSE	 EQUIPMENT 

R A B	 C D 
U 

L If the records are
 
E or pertain to consisting of which are then
 

1 requests for nomencla- correspondence concermng requests and retire as permanent (see note 4)
 
ture/type designations approvals of type designations for aircraft,
 

missiles rockets and enames
-
2 request of nomenclature forms and related	 requests and approvals of type destroy 2 years after data IS 

correspondence	 designations for MIL-STD- summanzed on nomenclature 
155 Joint Photographic and card files 
MIL-STD-875 Aeronautical 
Suooort eoumment Items-

3	 requests and approvals of type destroy after data IS summanzed
 
designanons for MIL-STD- on nomenclature card files
 

196 Joint Electromcs
f--
4 nomenclature cards prepared form request at ASDIENESS, Wnght- destroy when no longer needed 

of nomenclature data, mcludmg microfilm Patterson AFB OH (see note 3) 
COpies-

5 mformation COpies	 destroy upon receipt of micro-
film comes
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R A B C D
 

U
 
L If the records are
 
E or pertain to consisting of which are then
 

6 source request log	 source request numbers as reqwred on re- at ASDIENESS, Wnght- destroy after 1 year 
Quest of nomenclature forms Patterson AFB OH 

7	 DOD hst of model pubhshed designation hstmgs approved by destroy when superseded 
designations of nuhtary HQUSAF 
aircraft, rockets and 
guided missiles 

8	 log of all type desig- looseleaf tables contammg senal numbers at ASDIENESS, Wnght- destroy when no longer needed 
nation assignments ex- assigned to nomenclature assignment Patterson AFB OH 
cept electrorucs (see records 
note )) 

9 master list of popular all names that have been assigned to aero- retire as permanent (see note 5) 
names assigned to air- space vehicles 

craft, missiles and rock-

- ets (see note 2) 
10 mformanon COPies destroy when no longer needed 

NOTES 
I Electronic eqwpment designations under MIL-STD-196, Joint Electrorucs Type System, IS managed by US Army Commumcanons Electrorucs 
Matenel Readiness Command (DRSEL-LE-TN), Fort Monmouth, NJ 
2 The master list of popular names assigned to aircraft, missiles and rockets IS mamtamed by ASDIENESS, Wnght-Patterson AFB OH (see AFR 
82-4) 
3 Return nucrofilm cartndges to ASDIENESS, Wnght-Patterson AFB OH, for reuse 
4 Offer to National Archives m 5-year blocks when records pertains to equipment that has been out of AF mventory for at least 20 years 
5 Offer to National Arcluves m S-year blocks when latest record IS 25 years old 

) 84. Production. This table covers records pertaIning to policies and concepts of management systems or techniques 
governing or affecting 10 general, the correlation and integration of AF production programs and industrial objec-
tives. It includes such matters as production planning, engmeering, scheduling, forecasting, and reporting, and indus-
trial capability. 

I TABLE 84-1 I
 
IMANUFACTURING METHODS I
 

R A B C D
 
U
 
L If the records are
 
E or pertain to consisting of which are then
 

1 Manufactunng Meth- records relating to the estabhshment of policies, at HQ USAF retire as permanent 
ods Program procedures, objectives, technical assistance, and 

consultationf--
2 at OPRs designated by HQ destroy when superseded or 

AFSC obsolete 

3 manufactunng methods contractual and procurement records, financial retire as permanent 2 years 
project files management reports, progress letters, patent, after completion or ternuna-

copynght, exlubits, and other supporting data, non of manufactunng meth-
mtenm engmeenng reports, photographs, draw- ods project (see table 80-1, 
ings, monon picture film, slides, X-rays, diagrams, nile 17, for rejected unso-
schedules, prehmmary specifications, revised hcrted proposals) 
processes, procedures, and other supportmg data; 
final techrucal reports descnbmg the manufactur-
Ing methods reqwred, detailed specifications, per-
tment bibhography, glossary, symbols, recom-
mendauon for changes in nuhtary specifications, 
and related data i--

4 at responsible system/ pro- retire With apphcable sys-
ject office tem/nrorect/task case file 



200	 AFR 12-50 Vol II 30 October 1987 

85. Civil Engineering-General. These tables cover records encompassing all civil engmeenng policy, procedures, and 
guidance not applicable to specific areas as represented by series 86 thru 92. Included are civil engmeer management 
systems and data automation procedures. For civil engineermg awards program case files see table 900-1 

ITABLE 85-1 I 
ICIVIL ENGINEER DATA AUTOMATION PROGRAM RECORDS 

R A B C D 

U 

L If the records 
E are or pertain to consISting of which are then 

1 data cards	 daily labor time cards and labor, matenal, contract, and on procedures of cIV1l destroy after 30 days 

other costs detail cards	 engineer data automa-
non and base BRASS 
automationr---

2	 weekly labor, monthly contract, monthly matenal and destroy after monthly processing 

other summary cards IS cOlIlpleted ----3 master work order cards destroy deleted cards 30 days 
after preparation of monthly per-
fonnance evaluation program 
report-

4 master personnel cards	 destroy superseded or obsolete
 

cards after 30 days
 -
5 employee number cards destroy obsolete cards when no
 

- longer needed
 

6 cumulative-to-date summary cards destroy 90 days after FY report-

ma requirements are comoleted
 

data listings monthly contract audit and other cost audit lists destroy after 30 day_s
 ....L 

-
8 CIVIlian payroll reconcihation listing destroy after 30 days, or when no 

longer needed, whichever IS 

sooner 

9 master personnel and master work order hstmg	 destroy when superseded or
 
obsolete
-

base Pnme BEEF error hstlng and transaction hst	 destroy after 90 davs ...!lL. 
11 base Prime BEEF detail listing destroy after I vear
 

12 data reports daily labor, matenal audit, monthly labor analysis, destroy after 30 days
 

monthlY cumulatIve summary. and comparable reports
-
13 daily labor analysis, and work status reports destroy after receipt of weekly
 

- report
 

14 weekly labor analysis report	 destroy after receipt of monthly
 
labor analvsis report
-

15	 monthly cumulative work order cost and analysis (for destroy after 4 years, provided
 

completed work orders), current month's cost ledger, requirements of table 175-2 are
 
monthly cumulative cost, and monthly fanuly hOUSIng accomplished
 
cost ledger reports
-

16	 monthly cumulanve work order cost and analysis for destroy on receipt of succeeding
 
Incomplete work orders months re~rt.
-

17	 base BRASS AFSC summary, base BRASS team/grade destroy after 90 days
 
summary, command BRASS AFSC summary, command
 

BRASS posture by AFSC, and command Pnme BEEF
 

error list
-
18 facility historical report showing costs by facility and by	 destroy when superseded 

FY 
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ITABLE 85-3 

" I INDUSTRIAL ENGINEERING 

R A B
 

U
 

L If the records
 

E are or pertain to consisting of
 

1	 (RESERVED) 

2	 Quality Assurance reports, correspondence and other data which are work 

Evaluation (QAE) m progress mspecnons and follow-ups 

studies
I--

3	 special studies or analvsis 

4	 local standards on not covered by Engmeered Performance Standards 

work tasks (EPS) 

ITABLE 85-4 I
 
I CIVIL ENGINEERING	 RESOURCES AND WORK FORCE MANAGEMENT 

R A B
 

U
 
L If the records
 

E are or pertain to consisting of
 

1 BCE brochures	 pertment data concernmg an arr base, Its organizanon, 
and function which serves as reference m management, 
plannmg, programmmg, and as a guide for visitors when 

aooroonate 

2	 mamtenance, in- reports of mamtenance and repair acnvity on buildings, 
spection and prog- pavements, grounds, and utility systems, WIth related 

ress reports papers 

f--
3
 

f--
4 reports of deficiencies noted
 

5 recurnng work forms of mamtenance action sheets, equipment main-

programs tenance records, and master equipment records used to 

promote effective control and direction for the program 

6 facihty folders	 forms, such as condmon survey senes (as appropnate), 
work orders, work requests, project lists, Job orders 
(completed), WIth disposal plans, and exceptions to en-
tena and/or waivers which are kept m an active status 

by summanzmg data to consohdate files 

7 work control	 construction permits, work orders, work requests, 
matenal cost transfers, matenals and equipment lists at 
bases/stationsf--

8 service call log, Job orders, Job order logs, work sched-
ules	 multmle shoo lob schedules lob order schedulesf--

9 schedule reports
 

~ 
work center bench stock availabrlrty reports, matenals 

sunnort evaluations
f--
11 recumng work hsts, collection work order number hsts, 

work authortzanon hsts 

NOTE Not authonzed for retirement to a federal records center 

C 

which are 

C 

which are 

at HQ USAF/ 
MAlCOMs/SOAs/ 
and subordmate 

commands 

at bases/stations 

D 

then 

destroy after I year or when no 

longer needed whichever IS sooner 

destroy after mcorporated mto EPS 

manuals 

D 

then 

see table 5-1 

destroy after 2 years 

destroy on completion of subse-
lauent msnecnon or test 

destroy when deficrencies are 

corrected 

destroy when superseded, or 
when equipment IS deleted from 
real property account, and/or 
when need has been superseded 
bv automation, 

destroy when recorded data IS 

transcnbed for file m summary 

form, or on macnvanon of instal-
lanon and transfer to the support 
base Civil engmeer responsible 

(EXCEPTION' If a facihty IS 

abandoned, demolished, sold, or 
salvaged, destroy when accounts-
brhty IS dropped from real pro-
[pertv account) 

destroy 2 years after work com-
pletion 

destroy after I year 

destroy after 60 days or when no 
longer needed, wluchever IS later 
I,see note) 

destroy after 6 months 

destroy when superseded 

10 
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86. Civil Engineering Planning and Programming. This table covers records pertaining to pohcy, guidance, a 
management procedures for the programming of facility maintenance, repair, operation, and new construction us!" 
all funding sources	 available for such purpose. 

I TABLE 86-1 I 
I -PROGRAMMING CIVIL ENGINEER RESOURCES 

R A B
 

U
 
L U the records
 
E are or pertain to coasisting of
 

-I	 MCP and mmor annual (FY) MCP records and essential sup-

construction porting evidence (\me hsnngs)
 
programs, m-
cludmg P-341,
 
NAF, andO&M
 
bv contract
 

2	 extra or reference copy records of MCP,
 
P-341, NAF, and O&M programs
 

-
3	 construction project Justifications, SIte plans, 

maps. defimtrve drawings, photographs, ma-
chme tabulations, listings, EAM cards tapes, 
narrative reports, studies, correspondence re-
latln~to rule I 

4 line Item proj-	 program SUbmISSIOns, reports,correspondence, 
ects (that are and other related papers 
aooroved) 

5	 line Item proj-
ects (not accept-
ed for current
 
construction
 
program) 

-6	 budget authon- USAF construcnon program document (the
 
zanon construction fundmz authonzanon)
 ~ 

7	 superseded changes and/or reVISIOnsof funding 
authonzanons~ 

~ 
9	 stansncal summanes, tabulations, worksheets, 

correspondence, and other data relating to 
apportionment request, fund allocations, re-
allocations, WIthdrawals, and the transfer of 
funds 

10 project case files	 estimates, project approval and funding in-

formation, work orders, engmeer drawings,
 
diagrams, specifications, matenals approval,
 
and other related data
 

I--
11 

~ 
12	 manufacturer's catalogs troubleshooting ID-

strucnons, maintenance mstructrons, parts lists, 
and related papers winch do not duplicate oth-
er records on file 

13	 project mforma- project data, correspondence reports, and other 
nonal and con- related papers 
trolliles 

C 

which are 

at HQ USAF /LEEP 

at MAJCOMs and below 

at HQ USAF/LEEP 

at MAJCOMs and below 

are approved projects 

are disapproved projects 

pertain to projects 
approved at lower eche-
Ions 

D 

then 

retire as permanent a master copy of 
each program document WIth Ime hst-
mg (note 2) 

destroy when no longer needed (EX-
CEPTION retain one copy of each 
document for 5 years after program year 
mvolved, or until no longer needed, 
then destroy) 
destroy 4 years after year program was 
enacted mto law, or when no longer 
needed, wlnchever IS later (note I) 

hold for momtonng and control pur-
poses. for disposition see table 89-1 

hold for resubmissron purposes, If not 
approved after 5 years, destroy 

retire the final Issuance as permanent 
(note 2) 
destroy 6 years after superseded 

destroy 2 years after superseded 

destroy after 2 years or when no longer 
needed, wlnchever ISsooner 

destroy eight years after completion and 
final payment of settlement of the proj-
ect (EXCEPTION Should an official 
mqwry thereon be made at any time 
dunng or after final settlement of any 
claim retain files for 2 addiuonal years ) 
destroy on determmanon that their 
accomp_hshment IS no lon~er r~Qulred 

destroy when no longer needed 

destroy when no longer needed 



203 ~87	 AFR 12-50 Vol II 30 October 1987 

ITABLE 86-1 CONTINUED I 
R A B C D 
U 

L If the records 
E are or pertain to consisting of wblch are tben 

14 program reports	 monthly reports of repair, minor construction, destroy when no longer needed (EX-
modification, and operation and maintenance CEPTION Destroy the 30 September 
projects proposed or 10 progress report after 5 years, or when no longer 

needed whichever IS later)
 

15 performance reports, related forms, and working papers destroy after I year
 
evaluation pro-
zram records
 

NOTES I Explosive site plannmg generated by AFR 127-100 will be disposed of 10 accordance with table 127-\' rule 5 
2 Offer to National Archives 10 Io-year blocks when latest documents are 30 years old 

ITABLE 86-3 I 
I FACILmES BOARD I 

R A B C D 
U 

L If the records 

E are or pertain to consisnng of which are then 

1 mmutes of approved Facilities Board (FB) mmutes at HQ USAFIMAJCOMs/major destroy after 5 years
 

meetmgs serving as final approval for funding O&M subordinate commands/bases/
 

- projects stations
 

(RESERVED)....L 
3 10 members file destroy when no longer needed, or 

after I year, whichever IS sooner 
(EXCEPTION when mterfiled WIth 

related projects, the disposinon gov-

- errunz the protect aonhes) 

4 at actrvines other than rules I and destroy after I year (EXCEPTION. 
3	 when mterfiled WIth related projects, 

the disposmon governing the project 
applies] 

I ITABLE 86-4 

I NATO INFRASTRUCTURE PROGRAM 

R A B . C D 

U 

L If the records are or 
E pertain to eonststfng of which are then 

1	 SLICE-prOject case facilities projects, site plans, maps, drawings, stud- at HQ USAFEIDEXN, destroy after Jomt Formal 
files (U S records 10 res, correspondence and a copy of the mfrastruc- NATO Infrastructure Acceptance Inspection (JF AI) 
support of the NATO ture disbursmg vouchers for Prefinanced Projects DIVISIon and audit by the NATO 

Infrastructure Pro- (see note) Board of Auditors 

zram) 

·NOTE A copy of the vouchers will be kept with the prefinanced project files The origmal vouchers WIll be sent by the AFO to HQ 

AFAFC/AJQED per table 177-5, rule 4 I WIth the origmal accounts descnbed 10 table 177-5, rule I 

87. Real Property Management. These tables cover records pertaining to policy, procedures and responsibilities per-
taming to acquisition, management, use, disposal, inventory accounting, and reporting of real property. Except for 
inventory, exclude contractor-operated industrial facilines which are covered by table 78-3. 
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ITABLE 87-1 I 
I REAL PROPERTY MANAGEMENT I 

R A H C D I 
U 
L 
E 

H the records 
are or pertain to consisting of which are then I 

1 real property correspondence, reports, studies, maps, charts, drawings, retire as permanent upon in-
case files COpies of legal Instruments, delegations of authonty, ex- activation of the installation 

cess real property declarations, disposal authorizanons, (see notes I, 2 and 3) 
real estate p1anrung reports (REPRs) and related data, 
machine hsungs of the annual real property transaction 

summary by voucher number and of the real property 

- voucher transaction summary by facrhtv number 

1 separate collection of REPRs at AF regional civil engi- destroy I year after land IS 
neer office acquired, completed con-

struction IS accepted by the 

using agency, or hoe Item IS 

dropped from MCP, wluch-
ever IS apphcable 

3 survey and spe- special studies conducted on an • as requested" basis, such at HQ USAF file 10 real property case file 

cral studies as real property studies and studies of leased real prop- (rule I). 

r- erty 10 CONUS and overseas 

4 at MAJCOMs and major destroy when superseded by 
subordinate commands later study or surveyor after 

r- 2 ~ears whichever IS later 

5 at bases/stations destroy when superseded 

6 federal legisla- correspondence, reports, studies, decisions, legal opimons, file In real property case file 

nve junsdic- and related data (rule I) 

r- nonal matters 

7 work papers and background supporting data destroy when no longer 
needed or after I year, wluch-
ever IS sooner 

*8 annual summary annual summanes of all real property acquismons and destroy after 3 years 

of real property disposals that involve an estimated value of more that 
transfer actions $5000- $100 000 each (RCS OO-MIUAH275) 

9 nomndustrial brochures, card mdices, formal reports of facrhty alia- approved for acquisition incorporate With rule I 
facility mobih- cation (DO Form 26-2), and related data pertinent to the 

zanon acquisition and allocation of facihtres available 10 event of 

r- an all-out mobilization 

10 not approved for acqui- destroy on determmation that 
sinon facility no longer meets AF 

requrrements, 

11 waivers and correspondence, maps, drawings, and related data con- destroy I year after renewal 
clearances cernmg requests for waivers of flight and navigation request, or when obstruction 

obstruction and lateral 8Ir field clearances IS removed or ehmmated, 
and/or when AF IS reheved 

of accountabihty for the 10-

stallanon, whichever IS 

sooner 

12 portable build- letters of appomtmentitenninatIon of responsible and responsible PH officer destroy when superseded 
mgs (PB) accountable PB property officers, and related PB prop- copies 

r- erty records 

13 accountable PB officer retam until PB property offi-
copies cer IS relieved of assignment, 

destroy after audit, provided 

any reported irregulanty has 

r--- been cleared (see table 175-2) 

14 supportmg records to entnes on PB property records retain until PB property IS 

disposed of and destroy after 
audit, provided any reported 
irregulanty has been cleared 

lisee table 175-2) 
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I	 ITABLE 87-1 CONTINUED
 

R A B C D
 
U
 

L If the records
 

E are or pertain to eonslsnng of which are then
 

15	 changes In utih- requests approved by DOD, HQ USAF, MAJCOMs and at bases which mamtam see table 87-5
 
zation of real bases the real property account-

property facil- able records
 
ities
r-

16	 at HQ USAF, destroy when no longer 
MAJCOMs and bases that needed 
keep mforrnation copies 

onlvr-
17	 requests disapproved by DOD, HQ USAF, MAJCOMs
 

and bases
 

NOTES 
On derequismonmg or return of real property to a local (CONUS) or foreign (oversea) government, major subordinate commands and 

base/station acnvines, forward their records to the next higher level of command, where they are held until It IS determmed that no claim Will be 

filed against the Uruted States. All machine hstmgs other than those shown m rule I, column B, are to be disposed of when superseded. 
2. Offer to the National Archives 30 years after the uncondmonal sale or release by the government of all conditions, restncuons, mortgages or 
other hens 
3 Mamtam records as current records until macnvation of mstallanon, at which nme they will be retired as permanent 

I ITABLE 87-2
 

IREAL PROPERTY INVENTORY
 

R A B C D
 

U
 

L If the records
 

E are or pertain to consisting of which are then
 

) 1 AF inventory of published inventory documents	 at HQ USAF retire as permanent a master 
real property	 copy of each document pub-

hshed (see note I)r--
2	 correspondence and form reports, such as USAF real destroy when superseded, 

property Inventory detail list, USAF land change obsolete or after 2 years, 
report, and USAF mstallations charactenstics report, whichever IS sooner 
machine hsnnzs, EAM cards and EDP tapes'---

"2.1 magnetic tape of the AIr Force inventory of real prop- at HQ USAF erase after 5 years 
erty 

3 feeder reports, background and/or source data at MAJCOMs and major destroy when superseded,-subordmate commands obsolete or after I year, 
whichever IS sooner -

4 retained USAF charactenstics report at bases/stations	 retire as permanent when AF 

IS reheved of accountabihty 
for mstallanon (see note 2t-

·4.1 retained USAF charactenstic reports to include off-base	 at MAJCOMs destroy when superseded, 
mstallanons	 obsolete, or after I year, 

whichever IS sooner 
(NOTE See table 87-5 If 
base IS mactivated or 
transferred} 

·4.2 (RESERVED) 

·5 retained mventory reports other than report In rule 4, at bases/stations destroy when superseded, 
and related supporting data obsolete or after I year, 

whichever IS sooner 
(NOTE See table 87-5 If 
base IS inactivated or 
transferred )-"6	 (RESERVED) 

NOTES 
I Those records created before 1983 WIll be offered to the National Archives when 50 years old Those records created after 1982 will be offered 

to the National Archives m 5-year blocks when the most recent records m the block are 25 years old 
2 Offer to National Archives 30 years after base macnvanon 
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ITABLE 87-3 I 
ILEASED REAL PROPERTY CASE FILES 

R A B C D 

U 
L U the records 

E are or pertain to consisting of which are then 

1 AF occupied GSA computer generated space assrgnment/termmanon letters at HQ USAF destroy 90 days after property
 

space from GSA regional offices assignmg/termmatmg space to IS vacated
 

AF in GSA snace: related case matenal
 

2	 leased real pro- COpies of mgrant legal instruments, floor plans. special destroy 2 years after the Gen-
perty (excluding orders. correspondence, reports and other related data eral Services Administration
 

leased real pro- concemmg AF directly leased real property, COpies of or the Corps of Engmeers
 

perty set up as a outgrant legal instruments, such as leases, easements, advises that the property to
 

separate mstalla- licenses. permits, nght-of-way, or other agreements wluch the records pertain has
 

non) wherein the AF conveys an interest or nght to use AF been disposed of. or, If claims
 

real property	 are pending, destroy I year 
after settlement of the chum 

(see note) r--
3	 at MAJCOMs, major
 

subordinate commands,
 
and overseas bases
r--
CONUS bases/stations~ 

5 leased property site	 destroy 90 days after termma-
non of AF occupancy
 

6	 leased real prop- see table 87-1
 

erty set up as a
 
senarate mstallanon
 

NOTE, See table 19-3, Histone Preservation Program, for disposmon of documentation relating to AF real property hsted, eligible for nomina-
non, or nommated but not approved for the National Register of Histone Places 

ITABLE 87-4 I 
IEXCESS REAL PROPERTY RECORDS 

R A B C D 

U 
L U the records
 

E are or pertain to consisting of which are then
 

1 AF real prop- informal excess declarations. notices of availabihty, see table 87-1 for drsposinon 
erty excess requests for disposal of real property, and related 

1-_ ...... correspondenced"'ec=lar=atl""o""n::-_--l
2	 other agency related to property AF has on acquisrnon of the property.
 

notrees of availa- a need for incorporate With records in
 
bility table 87-1
 

3	 related to property AF has destroy 6 months after deter-
no need for	 mmmg that AF has no re-

quirement for the property 10-

volved 
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ITABLE 87-5 I 
I REAL PROPERTY ACCOUNTABLE RECORDS 

R A B 

U 

L If the records 
E are or pertain to consisting of 

*1	 Overseas Base property cards, ledgers, vouchers and voucher registers 

CIvil Engineer and supporting records, including pnntout of USAF 

(BCE) Real Real Property Inventory Detail LISt, Res 

Property HAF-LEE(AR)7115 

-
1-1	 maps and record drawings 

-1.2	 international balance of payments (lBP) and supporting 

records 

*2	 US and temto- property cards WIth supporting records mcluding pnnt-
nes admmis- out of report Res HAF-LEE(AR)7115 relating to 

tered by US specific buildings or to equipment that IS disposed of by 

(BCE) Real demohtron, salvage or lease termmauon 

Property-
~ERVED) 

4 property cards, ledgers, vouchers and voucher registers 

WIth supportmg records, maps, record drawings, in-

eluding printout of report Res· HAF-LEE(AR)7115 

relating to an installation that IS to be transferred 
between commands or to another federal azencv 

2-

-*5	 property cards, ledgers, vouchers and voucher registers 

WIth supportmg records, mcludmg a pnntout of report 
RCS. HAF-LEE(AR)7115 

-5.1	 maps and record drawmgs 

C 

which are 

related to an active Instal-
lanon, will be retained at 
the designated record-
keeping mstallanon, upon 

macnvanon of mstallanon, 
keep the records at the 
designated recordkeepmg 

mstallation or MAJCOM 
that has junsdicnon until 
terminal audit and base 
closure responsrbrhties are 

completed and It IS deter-
mined that no cl8IID will 
be filed agamst the US 

related to an active instal-
lanon, will be retained at 
the designated record-
keeping mstallation, upon 

mactrvation of installanon, 
keep the records at the 

designated recordkeepmg 
mstallanon or the 

MAJCOM of junsdicnon 
until disposal of all the 
property IS completed 

real 

D 

then 

retain pending approval of 
disposinon authonty 

the accountable mstallauon or 
MAlCOM WIll transfer to the 

appropnate recipient or to the 
major rectpient of the prop-
erties Involved 

Incorporate In real property 

case file; see table 87-1, rule I, 
for diseosmon 

retain pending approval of 
disposinon authonty 

the accountable mstallanon or 
MAJCOM WIll transfer to the 
receiving MAlCOM or 
agency 

retain pendmg approval of 
disposmon authonty 

the accountable installanon or 
MAJCOM will transfer to 

appropnate recipients or the 
major recipient of the prop-
ert~ 
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88. Facility Design and Planning. These tables cover records pertaimng to policy, cntena, and technical directives 
dealmg with the design, design management, and planmng of rmhtary real property facilities, mcludmg applications 
engineering and development of engmeenng standards. 

ITABLE 88-1 

ENGINEER OUALIFICATION RECORDS AND PROJECT CONTROL FILES 

R A B C D 
U 

L If the records 

E are or pertain to consisting of which are then 

1 quahficanon files	 brochures, pamphlets, assembled plans, drawings, work destroy when superseded or
 
samples, correspondence, and other data reflecting on obsolete
 
work required
r--

2	 form reports, such as AF expenence questionnaire, per- destroy on dissolution of the 
formance report, and related records	 firm, or when AF IS relieved 

of accountability for the 

installation, wluchever IS 

sooner (EXCEPTION hold 
performance reports when 

firms or firm members reass0-

crate or reorzaruze). 

3 engineer project	 plans, drawings, design data, specifications, construction used for morutonng retire as permanent. 
control files	 Justification, budget data, cost estunates, and related andlor reporting on
 

correspondence and forms, such as rmhtary construction the development of
 
hne Item data, and USAF construction program new engmeermg and
 

construction design 
principles, standards, 
and cntena, prepara-
non andlor validation 
of mstallanon concepts 

and requirements for 
weapons systems and 
special projects r--

4 mformanonal background data, work papers, etc	 destroy when no longer
 
needed, or 1 year after project
 
authorizanon and funding
 
approval andlor project can-
cellanon or termmanon,
 
whichever IS later
 

5	 Report of Arclu- forms wluch hst the A-E contracts awarded and the destroy after 3 years
 
tect- Engmeer amounts paid and are used to determme which firms
 
(A-E) contract should be awarded A-E contracts
 
awards
 

ITABLE 88-2 I 
ICIVIL ENGINEER DESIGN DATA 

R A B C D 
U 
L If the records 

E are or pertain to consisting of which are then 

1	 design plans and reports, studies, plans, drawings, and other at HQ USAF retire as permanent 
pol.tcy	 related data used to develop andlor morutor
 

A-E design pohcies, cntena, and standards for
 
planrung and development of construction,
 
repairs, alterations, unhnes, and other facihnes
 

and services
 '--
2 at MAJCOMs and below destroy after 2 years or when no 

longer needed, whichever IS 

sooner 
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ITABLE 88-2 CONTINUED I 
R A B C D 
U 

L If the records 

E are or pertain to eonsrstiag of which are then 

3	 design and con- reports, related correspondence, and other per- at HQ USAF/ destroy when deficiency IS cor-
strucnon deficiency tment data MAJCOMs/major subordi- rected and existing cntena, 
reports nate commands definrtive drawings, and outhne 

specifications are revised-
4 at bases/stations	 destroy when all legal, account-

109, and contract requirements 
are met, or 2 years after cor-
rection of deficiency, whichever 
IS later ~Also see table 66-1 ) 

5	 maps, plans, draw- copies of all layout maps, plans, drawings, and destroy when superseded, obso-
mgs, and photo- photographs of an mstallation and ItS installed lete, or no longer needed. 
graphs property (these records are rnamtamed 10 addi- ~ 

non to the master planning records 10 table 

- 88-3) 

6 ,	 at bases/stations until AF IS when recapture nghts are 
reheved of accountabihty retamed by AF for the entire 
for the installanon mstallanon or for a portion of an 

mstallanon, retire as permanent 
related maps, plans, drawmgs, 
and nhotczraohs-

7	 when recapture nghts are not 
retained by AF, transfer the 
related maps, plans, drawings, 
and photographs to the mdivrdual 
or agency acceptmg accountabil-
ltv for the orooerty (see note) f ) 8 CIVIl engineer speer- copies of spectficanons used 10 master plannmg, for drsposinon see the table 

ficanons construction, maintenance, repairs, and for 10- which governs the case or proj-
spections of work ect file to which the specificatron 

relates 

9 drawings on 105mm neganves of definitive designs (as pubhshed 10 destroy when superseded, obso-
film AFM 88-2) and of air base master plans lete or when no longer needed 

10	 exceptions to en- waivers to standards of accommodations for at HQ USAF/ destroy after 5 years or when no 

tena for morale, morale, recreation, and welfare facihties de- MAJCOMs/major subordi- longer needed, whichever IS 

recreation, and wel- scnbed 10 nate commands sooner 
fare facrhttes-

11 at bases/stations destroy on macnvauon of the 

installation 

12 design calculations mechanical, electncal, structural, civil calcu- destroy when obsolete, super-
lations for mawr construction or rehabrhtanon seded or no longer needed 

13 service contract statements of work, AIr Force Service Con-
records tract AdVISOry Group (AFSCAG) formats and 

related records 

NOTE When real property IS returned to a local (CONUS) or foreign (oversea) government, retain records at next higher level of command until 
It is detenruned that no clarm WIll be filed against the US Duphcate copies of maps, plans, etc, may be furmshed to the mdividual or agency 
accepting accountabihty for the property, or to the government agency charged WIth disposmg of the	 government property When duphcate 

copies are not available, records may be made available for reproduction purposes. 

L )
 

1
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I TABLE 88-3 

IAIR BASE PLANNING RECORDS 

R A B C D 

U 
L If the records 

E are or pertain to consisting of which are then 

1	 comprehensive plans of present or planned mstallanons, attendant charts, at HQ USAF/ destroy plan when revised m 
plans and sup- drawings, and photographs MAJCOMs/major subor- Its entirety, and/or when AF 
porting data dmate commands IS relieved of accountabihty 

for mstallation 

at bases/stations	 destroy plan when revised m 

Its entirety, and rettre as per-
manent when AF IS relteved 
of accountabilrty for instal-

chan es to and revISIons of	 lans that are dlS8 roved destroy after 2 years. 

4	 correspondence, studies, reports, and related suppornng
 
data that reflect on the charactensttcs of an installanon
 

NOTE. On return of real property to local (CONUS) or foreign (oversea) government, transfer plans to the mdrvidual or agency accepting 
accountability, rettre a copy of all records involved m the transfer action after It IS determmed that no claim WIll be filed against the US 

89. Facility Construction. This table covers records pertaming to construction, repair, and contract acquisition of 
military real property facilities, including procedures, basic policies and responsibilities for construction execution and 
management, construction surveillance, funds management, construction status reporting, construction by contract, 
and transfer and acceptance of facilities. 

ITABLE 89-1 I 
IUSAF MILITARY CONSTRUcnON PROGRAM Sl'ATUS REPORTS AND CONSTRucnON PROJECT FILES 

R A B C D
 
U
 

L If the records
 

E are or pertain to consisting of which are then
 

1 status reports	 form reports on progress of design and construction pro- destroy when superseded by
 
iects updated report
I--

2 form reports on completton of the projects in rule 1 at MAJCOMs and below place m facility folder, see 

table	 85-4 for dtsnosrnon. !-

2.1	 at HQ USAF destroy 10 years after year of
 
congressional authonzatton,
 
load completed record in data
 
bank as permanent record
I--

3 source, feeder, or background data destroy when no longer 
needed, or after 1 year, 
whichever is sooner 

4	 construction site plans and feasjbility studies; charts; maps; prehm- approved and funded but retire as permanent
 
project control mary, mtenm, and tinal drawmgs; photographs; cost esn- cancelled before the start
 
files mates, construction and funding authonzattons; reports of or before compleuon of
 

of inspecnons, progress, and of status, constructton the construction author-
transfer, and tina1 acceptance records. WIth cor- ized 
respondence

r--
5 completed construction
 

- protect (see note)
 

6 lme Item project files mam- destroy 3 years after fiscal
 
tamed for construction sur- completton
 
veillance by AF regional
 
and base civil engmeer and
 

- other offices
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ITABLE 89-1 CONTINUED I
 
R A B C D
 
U
 
L If the records
 
E are or pertain to consisting of which are then
 

7	 feeder reports, such as messages and transitory narrative destroy I year after final 
reports of work stoppages, other labor Situations, equip- acceptance of the construe-
ment and matenal deficiencies, other data serving for non, macnvanon of mstal-
background mformanon and control lation or facihty, or when no 

longer neededI--
8 manufacturer's catalogs, trouble-shootmg mstructions, destroy when no longer 

maintenance mstructions, pans hsts, and other related needed 
papers 

NOTE When AF IS construction agent on new construcuon (except for family housing which IS covered m table 90-2), forward to the civil 
engmeer responsible for the utihzanon, maintenance, and operation of the completed construction all "as built" drawings, specifications, and other 
essential data, together with a transfer and acceptance of mihtary real property. These data are made a part of the base accountabrhty records (see 

table 87-5) 

90. Housing. These tables cover records pertaining to policies, procedures, and responsibihnes encompassing all 
government-owned or contracted family housing used by the AF, including AF inventory, and status of utilization; 
retention of mad equate housing; procedures for leasing family housing: operation and rental rates for government-
owned trailer spaces; special programs, and the submission of progress reports on family housing construction pro-
jects administered by the AF. 

JTABLE9CH I
 
I HOUSING RECORDS
 

) 
R A B C D
 

U
 

L If the records
 

E are or pertain to consisting of which are then
 

1 Wherry Act	 mortgage, mortgage note, agreement for acquismon, pur- destroy 10 years and 3 months 

housing	 chase agreement, title insurance pohcy, related legal after unconditional sale or 
records and papers which are construction closing file release by the government of 
and acquisrnon file conditions, restncnons, mort-

gages, or other liens (see 
note) 

1 Capehart Act	 FHA commitment, housing contract, lease, mortgage, 
housing	 mortgage note, title insurance pohcy, related legal docu-

ments and papers which are mrnal, mtenm, and final clos-
mz files
 

3 status records	 surveys and repons of existmg farruly housmg reports of at HQ destroy after 5 years, upon 
inadequate housing, photographs, drawings, and corre- USAF IMAJCOMs/maJor completion of comparable sur-
spondence subordinate commands vey, or when no longer 

and at bases/stations needed whichever IS sooner 

4	 (RESERVED) 
5	 AF mventory form repons of inventory and occupancy of mihtary- destroy after I year 

and utilization of owned and -controlled family housing uruts, statements of 
military farruly facihties and assignments, and related papers 

housing uruts 

6	 family housing questionnaires on family housing, tabulation of family destroy after 3 years 

survey and pro- housing survey, determmation of bachelor and family 

grammmg housing requirements, project composmon and military 
construction hne Item data 

7	 (RESERVED) 
8 rental records	 apphcations for quarters, contracts, leases, and suppornng destroy I year after term 1-

records relating to rental of hvmg quarters 10 rental hous- nation of AF occupancy, pro-
109 vided no drums actions are 

pending'--
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ITABLE 9(H. CONTINUED 

R A B C D
 

U
 
L IT the records
 
E are or pertam to consisnng of which are then
 

8.1	 at Site of leased prop- destroy 6 months after terrm-
erty	 nation of AF occupancy, pro-

vtded no claims actions are 
endm 

9	 essential civrhan approved apphcanons for and certificate of employee eh- destroy after I year, or when 

family housing gibrhty forms, and related correspondence no longer needed, whichever 
records (Sec IS sooner 
809, National 
Housmg Act) 

10	 forms or certificate of need and related certificate register destroy after I year
 
retained m cernf in office until ro am IS discontinued
 

*11	 unaccompanied quesnonnaires on UPH determmanon of bachelor hous- destroy after 3 years
 
personnel hous- mg requirements
 

m P
 

NOTE Obtain AF/LEE	 and AF/JA clearance pnor to authonzmg destruction (see also table 177-5, rule 5) 

I TABLE 90-2 I 
I FAMILY HOUSING CONSTRUcnON RECORDS I 

R A B C D
 
U
 
L IT the records
 

E are or pertain to consistmg of which are then
 

1 AF housing con- construction and funding records, such as mvuations to	 destroy 20 years after AF IS 
structron	 bid, FHA-appratsed statements, architect engmeenng reheved of accountabihty of 

contracts, contract specificanons, change orders, reports the housing umts 
of mspecnon, and related data which document the con-
struction of housmg projects administered by AF (see 

table 89-1 for housing projects administered by the Corps 

of Enzmeers >-f--
2 construction sketches and prehmmary plans destroy on AF acceptance of 

the completed constructiont--
3 ongmal tracings, blueprints, and final plans ("as built" at HQ USAF/ destroy when no longer 

and "as now" plans and drawings) MAJCOMs/maJor subor- needed (see note) 
dmate commandsf--
(RESERVED)r-L 

5 at bases/stations	 transfer to new owner when
 

accountabrhty changes or des-
troy when buildmg IS demol-
ished
f--

6 final reports executed on completion of construction at HQ USAF and destroy 20 years after AF IS 
bases/stations	 reheved of accountabthty of 

the housmz urutst--
7 monthly reports on progress of housing construction pro- destroy when superseded 

jectst--
8 at MAJCOMs and major destroy after 6 months 

subordinate commandst--
9 manufacturer's catalogs, trouble shooting instructions, destroy when no longer 

maintenance mstrucuons., parts hsts, and related papers needed 
which are not duplicates of other records on file 

NOTE Retirement to a Federal Records Center IS not authonzed 
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I TABLE 90-3 

ION/OFF-BASE HOUSING RECORDS 

R A B
 
U
 

L If the records
 

E are or pertain to consssting of
 

1	 off-base housing family housing mformanon, detailed sale/rental list-
referral service	 mg, off-base housing apphcanons, notification of hous-

mg selection, landlord/tenant complamt, and related 

correspondence 

f--
2	 off-base housing referral reports 

r--
3 

4	 equal opportu- housing discnmmanon complaints, case files, reports 

mty 10 off-base of mvesnganon, and related correspondence 

housingf--
5 

r--
6 

f--
7 

8	 base housing housmg requests, quarters condition mspection
 

management reports. assignment orders, and related records
 

-
9 advance apphcanons for assignment to military family 

- housmg 

10 excess family housing list 

*11 unaccompanied unhzanon/occupancy reports and related records
 

personnel hous- such as registration forms
 

- mg (UPH)
 

-1L 
*12_1	 reservation forms AF Forms 2506 and 2507 

-
13	 request for BAQ. quarters assignment, statements
 

ISSUed to personnel authonzed to reside off-base,
 
commander's notice to ternunate quarters etc.
 

14	 family/bachelor," basic policies, procedures, pohcy Waivers, etc
 

transient hous-
mg, housing
 

referral or equal
 
opportunity m
 

off-base housina
 

15	 temporary lodg- request for TLA and supportmg documents such as 

109 allowance TLA worksheets, TLA expense, imnal TLA authon-
(TLA) entitle- zation and connnuation request/approval 
ments 

NOTE When approved by the command RM, records ehgible for destruction 

request 

C 

which	 are 

at Housing Referral Offices 

at other than HQ USAF 

at HQ USAF 

unsubstantiated and re-
tamed at other than HQ 

USAF 

substantiated and retained 

at other than HQ USAF 

at HQ USAF other than 

HQ USAF/JACL 

at HQ USAF/JACL 

held by losmg acnvity as 

proof of marhng 

at other than HQ USAF 

at-HQ USAF 

at AF base billetmg offices 

at bases 

at HQ USAF and 

MAJCOMs 

at base level housmg 

and/or billetmg offices 

may be transferred to Defense 

213 

D 

then 

destroy I year after	 apphcant 
has been placed, landlord 
ceases	 to list WIth base refer-
raJ office or when no longer 
needed 

destroy	 after 2 years or when 
no longer needed, whichever 
IS later 

destroy	 when 10 years old 

destroy	 2 years after end of 
year in which case	 IS closed. 

destroy	 2 years after restnc-
nve sanctions are removed	 or 
other	 related actions are 
closed 

destroy	 when 10 years old 

disposinon per table 110-1, 
rules 15 through 18, as apph-
cable. 

destroy I year after	 ternuna-
non of quarters occupancy 
and final Inspection	 of quar-
ters (see note) 

destroy	 after 6 months 

destroy	 when obsolete or 
superseded. 

destroy	 after 2 years. 

destroy	 when 12 years old 

destroy	 when no longer 
needed 

destroy	 when superseded or 
upon PCS from base. 

destroy	 when 20 years old 

destroy 1 year after termma-
non of special allowance 
(exception when discrepan-
cies are involved, destroy 6 
months after discrepancies	 are 

cleared) (See table 177-32, 
rule 66 >-

Investigative Service (DIS) upon 
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91. Real Property Operation and Maintenance. These tables cover records pertaining to procedures, basic policies 
and responsibilities for maintenance and repair of real property facilities, operation of utihty plants and systems, and 
performance of custodial, pest control, and refuse disposal services. 

I ITABLE 91-1 

I BASE CIVIL ENGINEER (BCE) BROCHURES REPORTS AND CONTROL RECORDS 

R A B C D 

U 

L If the records 

E are or pertain to consisting of which are then 

1 BCE brochures	 pertment data concernmg an air base, Its orgamzattons see table 85-4 

and their functions which are ready reference 10 manage-
ment, planning, prograrnmmg, and as guide for VISItOrs 

when aooroonate 

2 maintenance, 10- reports of maintenance and repair acnvuy of buildmgs, at HQ USAF/ 
spectton and pavements, grounds and uttltty systems, WIth related MAJCOMs/major subor-

'--
progress reports papers dmate commands 

at bases/stattons ~ 
4 reoorts of deficrencies noted 

5 equipment main- forms of maintenance actton sheets, equipment mamte-
tenance program nance records and master equipment records used to pro-

mote effective control and direction for the program 

6 swimmmg pool logs and related papers pertammg to operatton of a base see table 91-3 

ooeratton swimmmz pool 

7 corrosion con- corrosion damage control, problem areas, tests, surveys, 
trol remedial actton, related records used to manage corro-

sion control program 

I TABLE 91-2 I 
I MAINTENANCE AND REPAIR PROJECTS AND PROGRAM REPORTS RECORDS 

R A B C D 

U 

L If the records 

E are or pertain to consisting of which are then 

1 project case files esnmates, project approval and funding mformanon, work approved projects see table 86-1 

orders, engmeer drawings, diagrams, specificanons, matenals 

t-- approval, and other related data 

u., disannroved oroiects 

2.1 manufacturer's catalogs, trouble-shooting mstrucnons, main-
tenance mstructions, parts hsts, and related papers which do 
not duohcates of other records on file 

3 project mforma- project data, correspondence reports, and other related 

ttonal and con- papers pertammg to projects approved at lower echelons 

trol files 

4 program reports monthly reports of repair, minor constructton, modificanon, 
and operatton and maintenance projects proposed or 10 prog-
ress 

5 programrrung 

records 

6 performance reports, related forms and working papers 
evaluatton pro-
gram records 
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I ITABLE 91-3 

I UTILITY SYSTEMS AND SERVICES
 

R A B C D
 
U
 
L If the records
 
E are or pertain to eonsistmg of which are then
 

1 utihnes conser- correspondence, reports, surveys, poster designs, mforma- destroy when obsolete or no 
vatlon tional media, and related data longer needed 

2 unhues systems reports of fuel consumption. service economy reports, at major subordinate destroy after 2 years 
operation utility systems operating logs, cathodic protection system commands and above
 

operating logs, flow charts, temperature reports, wmd
 

- velocity readings, and related data
 

at bases/stanons destroy after 5 years 

dailv ooeration logs used as source data for monthlyJo~ destroy after 90 days 
2-
--L-

4.1 heatmg plant daily operating logs used as source data for	 destroy I year after end of 
monthly	 logs fiscal year or when no longer 

needed whichever IS sooner-
5	 COpies of Bureau of Mines coal analysis and SA-ALC destroy after 2 years 

fuel 011 anal VSIS-
6 laboratory test reports	 destroy after 2 years or when 

no longer needed. whichever 
IS later 

7 utility service	 COpies of contracts, all modifications and supporting evi- see table 7lrl
 
dences, lists of suppliers, contractors' rate schedules, unl-
tty operational charts, meter readings, billing data, and
 
related mformanonal and control data winch insures that
 
all exrstmg utility services satisfy base requirements and
 
conform to contract provisions
 

8	 energy morutor- plans to connect facihties to the system which are used m destroy after I year or when 
mg and control programmmg imnal installation, changes and expansions no longer needed, whichever 
svsterns (EMCS) IS later 

9	 electncal utihty reports, studies, related electncal utihty systems opera- at bases/stations destroy when obsolete or no 
distribunon sys- nons records and drawings longer needed 
terns operations 

10 swtmmmg pool logs and related papers destroy after 2 years 
oneranon 

11 corrosion con- records on corrosion damage control, problem areas, destroy when superseded, 
trol tests, surveys, remedial actions, and related matter	 equipment IS removed from 

accountability, or when use-
ful hfe of facilrty has ter-
mmated 

I ITABLE 91-4
 

IMAINTENANCE AND OPERATION OF ELECTRICAL POWER GENERATING PLANTS (PRIME AND EMERGENCY)
 

R A B C D
 

U
 

L If the records
 

E are or pertain to consisting of which are then
 

1 operating logs	 forms. such as emergency generator operating log (in- ongmal logs covenng the destroy when power plant IS 

specnon testing), daily power plant operating log (diesel- first year of operation removed from AF inventory 
electncal), other Special logs, and related datar-

2 COpies of logs in rule I	 destroy after 2 years or when 

no longer needed, whichever 
IS later (see note) r-

.f 

3 logs covenng all subse-
cuent years of operation 

4 historical rec- forms, such as historical record-c-dresel-electrtc generator keep With the engine-
ords and system, With power plant log books and graphs (per- generator set, destroy when 

fonnance curves), etc which IS a chronology of power the urut IS declared un-
plant maintenance and servicmg operations serviceable and salvaged 
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1 TABLE 91-4 CONTINUED
 

R A B
 

U
 

L If the records
 
E are or pertain to consisting of
 

5	 emergency gen- Inventory hstmg numbers. SIZes and capacities
 

erator Inventory
 

NOTE Not authonzed	 for retirement to a federal records center 

.1 TABLE 91-5 

1 SANITATION AND CUSTODIAL SERVICES (see note) 

R A B 

U
 

L If the records
 

E are or pertain to consisting of
 

1	 janitonal and reports of cost. manning, and scope of services provided, 
custodial serv- WIth Justifications for contract services and related cor-
ICes respondence excluding procurement contract files 

1 (RESERVED.l 

3 garbage and ref- reports of cost. manning, daily workload logs. and con-
use collection tractual service records. records relating to services per-
services formed by base personnel. contractual services and 

correspondence relating to above. excluding procurement 
contract files'---
records relating to services performed by base personnel..L-

5	 records relatmg to contractual services performed 

5.1	 contract service
 
or consultant
 
records
 

NOTE. The records In this table are not authonzed to be retired to federal records 

ITABLE91~ I 
1 FAcn.ITY FOLDERS AND WORK CONTROL RECORDS
 

R A B
 

U
 
L If the records
 

E are or pertain to consisting of
 

1 facility folders	 forms. such as condition survey senes (as appropriate), 
work orders. work requests. project hsts, Job orders 
(completed). WIth disposal plans, and exceptions to en-
tena and/or waivers 

1 work control construction permits, work orders. work requests. rna-
tenal cost transfers. in-service work plans. matenals and 

- equmment lists 

service call 102 and lob order logs...L 
4 work schedules, multiple shop Job schedules. Job order 

schedules, schedule reports, work center bench stock 

- avarlabihtv reports matenals support evaluations 

5	 recurrmg work hsts, collection work order number hsts, 
work authonzanon hsts 

AFR 12-50 

C 

which are 

at bases/stations 

C 

wluch	 are 

at MAJCOMs and below 

at HQ AFESC and 

below 

centers 

C 

wluch	 are 

retained In a current and 
active status by summanz-
ing data to consohdate file 

Vol II 30 October 1987 

D 

then 

destroy after 5 years 

D 

then 

destroy after I year or when 

no longer needed. whichever 
IS later 

destroy after 2 years or when 

no longer needed. whichever 
IS later 

see table 70-1 

destroy after I year or when 

no longer needed. whichever 
IS later 

D 

then 

see table 85-4 
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I TABLE 91-7 

I USAF FOREST MANAGEMENT PROGRAM RECORDS
 

R A B
 
U
 
L If the records
 
E are or pertain to consistIng of
 

1 program plan- plans, pohcies, and related papers 

- rung 

2 

3 reportmg re- reports of receipts and expenses from production and 

qwrements harvestmg of lumber or timber products-
4 

-
5	 forest management record-unit prescnption reports used 

to schedule work programs-
6 

7 sales and service site preparation, plantmg operations. technical services, 
contracts and sales of forest land contracts including mvitanons 

for bids, amendments, awards, bid abstract (If apphca-
ble), and supporting papers 

8 mdrvidual rec- work photos, tally sheets, maps, special notes or in-

ord unit folder strucnons, prescnption reports and certified copies, rec-
ord unit and subunit, summary sheets. and other related 
papers 

ITABLE 91-8 I 
., I AIRFIELD AND ROAD PAVEMENT MARKING RECORDS 

R A B 

U 
L If the records 

E are or pertain to eonsisting of 

1 pavement mark-	 schedules of mstallanons to receive marking, airfield 

mg control data	 marking program-dally acnvmes log, airfield marking 

program project summary, airfield marking program-
serviced base CE support cost summary, dally narrative 

log on vehicular operations, and related papersr--
2 

I TABLE 91-9 

I AIRFIELD AND BASE SNOW REMOVAL AND ICE CONTROL 

R A B 

U 

L If the records 

E are or pertain to consistIng of 

1 program data	 annual snow removal plan. charts and maps 

2 operations con- weather reports, status and maintenance of equipment, 
trol data log of o~eratlons and other related data 

3 personnel data orders. mstructions, trammg scheduJes, on-the-Job 
quahfications and related data 

C 

which are 

at HQ USAFIMAJCOMs 

at base level 

at HQ USAF 

at MAJCOMs and	 below 

at HQ USAFIMAJCOMs 

at base level 

at forest management 
acnvmes 

at base level 

C 

which are. 

at HQ USAFIMAJCOMs 

and HQ AFLC area mon-
Itor/scheduler 

at major subordinate com-
mands and bases/stations 
(mstallatrons recervmg 
markinz service) 

C 

which are 

at MAJCOMs and	 below 

at bases 

D 

then 

destroy when superseded or 
no longer needed 

retire as permanent 

destroy when obsolete or no 
IOnizer needed 

destroy when superseded, ob-
solete, or after 2 years, which-
ever IS applicable 

destroy when superseded, or 
no longer needed 

retire as permanent 

see table 70-1 

retire as permanent (EXCEP-
TION. before retmng, des-
troy maps. photos. etc. that 
do not contnbute to analytical 
histoncal data) 

D 

then 

destroy after 3 years 

destroy after 2 years 

D 

then 

destroy when superseded or 
uodated 

destroy when no longer 
needed 

destroy when superseded or 
obsolete 
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ITABLE 91-10 

IMANAGEMENT AND CONSERVATION OF LAND 

R A B C D 

U 
L If the records 
E are or pertain to consisting of which are then 

1 land manage- plans, authonzanons, procurement of supplies, services, at HQ USAFIMAJCOMs destroy when superseded or 
ment mamte- labor construction mamtenance and related correspond- no longer needed. 
nance ence concemm environmental heres 

2 pohcres pertam.mg to rule I at HQ USAFIMAJCOMs retire as permanent. 
and base level 

3 trainmg and cer- techrucal mstrucnon, traming and cernfication of mdi- at MAlCOMs and base see table 91-12 

nficanon of her- viduals to apply pesncides to insure adequate environ- level 
bicide 0 rators mental safe ds 

ITABLE 91-11 I 
I BUll.T-UP ROOF MANAGEMENT PROGRAM I 

R A B C D 

U 

L If the records 

E are or pertain to consisting of which are then 

1	 built-up roof built-up roof hst and roof mspectton pnonty hst for facihnes destroy when superseded by 
management WIth built-up roofs and order of mspecnon updated hstr---

2	 roof summary form, unmarked roof plan drawing wluch are destroy when superseded by 
summanes of roof construction on a facility	 updated form and roof plan, 

or destroy when facility IS 

demohshed and dropped from 
real property accountr---

3	 roof inspection and rating worksheet forms (with marked-up destroy when the existing roof 
roof plan drawmgs), Job orders, work orders and contract data system IS removed and re-
such as specificanons, all submittals (performance agreement, placed, or destroy when facil-
quality control records, as-built roof summaries, manufacturers ity IS demolished and dropped 
certification), laboratory reports of roof sample tesnng, and con- from real property account 
tract management mspecnon records 

ITABLE 91-12 I 
I PEST MANAGEMENT SERVICES 

R A B C D 
U 

L If the records 

E are or pertain to consisting of which are then 

1 pest manage- pest management plans. annual pest management program destroy after 50 years (see 
ment services reviews and program records, related data, DOD man- note). 

azement bv obtectives reportsr---
2 staff assistance VISit reports, aenal spray environmental destroy when superseded or 

impact statements and vahdation survey reports on inacnvanon of the instal-
lanon wluchever IS soonerr---

3 records of pest management mamtenance, historical treat- at bases/stations destroy 2 years after bwldmg 
ment, and termite and wood decay inspecnons IS disposed of or base IS macti-

vated and dropped from real 
lproperty accountsr--

4	 contracts, contract statements of work, MAlCOM ap- at MAlCOMs and below destroy I year after termma-
proval letters. contract service records, and contract- non of contract or expiration 
related records of warranty, wluchever IS 

later'---

5	 hsnng of personnel qualified and certified to perform pest destroy when superseded or 
management operations, and correspondence on inacttvatron of the instal-

lanon whichever IS sooner 
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I TABLE 91-12 CONTINUED I 
R A B C D 
U 
L H the records 
E are or pertain to consisting of which are then 

6 mdrvidual's Technician Certificate of Competency	 destroy old certificate upon 

recertification or when indi-
Vidual IS no longer certified or 
leaves the AFr---

7	 pest control summary report monthly/quarterly detatV at bases/stations destroy after 30 days or when 
error hstina no lon~r neededr---

~t	 control summarv renort destroy after 2 years r-L 
9 detail cards and correction cards, transcnpts for pest destroy after all processing IS 

reports completed or when no longer 
neededr---

pest	 control summary report (cumulative listing) at MAJCOMs and below destroy after 3 years ~ 
11 at AFESC	 destroy after 50 years (see 

r----	 not~ 

12 approval letters for nonstandard pesticides and equipment at MAJCOMs and below	 destroy when the pesticides
 

and equipment are no longer
 
used or are not in possession
 

of the mstallanon
 

NOTE Destroy 50 years from the date of the establishment of the records or 50 years after the date of the enactment of Public Law 96-510, 11 

Dec 80, whichever IS later If the Admunstrator of the Environmental Protection Agency reqwres longer retention of these records for the protec-
tion of the public health of welfare, submit a request to SAF/ AADAQD for approval of this revised retention penod 

I-TABLE 91-13 

IREFRIGERATION, AIR CONDmONING, EVAPORATIVE COOLING AND MECHANICAL SYSTEMS 

R A B C D
 

U
 
L H the documents
 

E are or pertain to consisting of which are· then
 

1 system balance forms of system performance data used to promote at bases/stations destroy when superseded or 
and test data efficient operation when systems are deleted 

from real property account 

2 operation logs forms of operating data on air-condinomng equipment destroy after 2 years or when 

used to predict system maintenance reqwrements no longer needed, whichever 
IS later 

3	 air-condrtiomng forms of data used to determme cause of malfuncnorung destroy after 2 years
 

equipment trou- equipment
 
ble analvsis
 

92. Fire Protection. This table covers records pertaining to all aspects of fire protection engineering, fire prevention, 
actual fire fighting, and related rescue services in connection WIth functional fire protection requirements for real pro-
perty, facilities, material, aerospace vehicle and associated weapon systems support operations and processes on the 
ground and/or 1D the victnity of AF installations or other identified locations. 

ITABLE 92-1 I 
IFIRE PROTECTION 

R A B C D
 

U
 

L H the records
 

E are or pertain to consisting of which are then 

1 fire department trammg standards, objectives, methods of operation and	 destroy when superseded or( ) 
r--- trammg schedules	 obsolete 

2 reports of proficiencv trammz and sunportmg records	 destroy after I year 
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ITABLE 92-1 CONTINUED I 
R A B C D 

U 
L If the records 
E are or pertain to consisting of which are then 

3 charts mdrcatmg status of trammg of firefighters used to destroy when replaced. obsolete, or 
;.. maintain trauung status no longer needed Destroying 

'I' Includes erasln~ or tamnK over 
\' 

3.1 mdivtdual proficiency certification! eval uanon records filed In consoh- forward with consohdated trammg 

dated trammg 

record 
record when mdivtdual IS reassigned 
ICseetable 35-1 rule 11 

4 pre-fire planning plans. maps. charts, drawings, and civil and military fire destroy when superseded or 
orgamzanon haison agreements. With other data reflecting obsolete 
water source supply locations. hydrants. spnnklers and 
alarm systems, other fire fighting equipment, routes to fol-
low and data on the features of a burldmz 

5 fire protection standards. specifications, photos, research and develop- destroy when obsolete or no longer 
equipment ment evaluations, programmmg and procurement data, needed. 

mspecnon records and other mformanonal data 

6 fire protection checklists and similar forms used m conducting real prop- destroy I year after reporting year. 
mspecnons and erty mspecnons, including inspecnon and tests of installed or when superseded by follow-on 
tests systems of fire exnnguishmg, alarm. and detection equip- report (provided all spaces thereon 

ment. oortable fire exnnmnshers etc are filled). wluchever IS annhcable 

7 reports of fire hazards and/or deficiencies destroy when hazard or deficiency IS 

corrected or 2 years after reporting 
year. wluchever IS later (also see 

table 88-2) 
8 dally fire acnvr- the fire record journal destroy 2 years after date of last 

ties entry 

9 dailv fire loz, and comoarable fire acnvrnes data destroy after 2 years (see note I) 

10 source or feeder-type reports that support records In rules destroy after I year or when purpose 
8. 9 and 14 IS served. whichever IS sooner (see 

note II 
10.1 voice recorder tapes at fire depart- erase after IS days (Exception 

ments retain tapes mvolved In incident 
reports. investigations. or legal 
actions until case IS settled. and then 
erase) 

11 fire protection 
statistical sum-

records of statisucal recapitulations 
loss expenence 

of the total annual fire . at AFESC retire a master copy of the annual 
statistical summary as permanent (see 

mary note 2) 
U at MAJCOMs destroy after 2 years 

and below 

13 feeder reports to the annual statisncal summary destroy after 1 year or when no 
longer needed whichever IS sooner 

13.1 acnvitv reeort destroy 2 years after repornna year 
·14 fire incident and mdivtdual and consohdated reports. and related data (hard destroy 2 fiscal years after reporting 

rescue reports COpyrecords) Iyear (see note 1) 

15 reciprocal agree- mutual ald. and JOint use CiVIlairport operations agree- destroy when agreement IS super-
ments ments seded or termmated. 

·16 welding, cutting AF Form 592. USAF Welding. Cutting and Brazing Per- at fire depart- destroy 30 days after completion of 
and brazing per- II11t ments the project/contract With wluch the 
II11ts work IS associated (see note 3) 

*17 water flow test AF Form 1017. Water Flow Test Record. and related Technical Ser- destroy after 5 years 
records records VICesor Fife 

Inspection Sec-
non, base fire 
departments 

NOTES 
I Retam records on accidents resulting In legal action until case IS settled. then destroy 
2 Offer to National Arcluves In I~year bocks when the latest record m the block IS 20 years old 

, 3 Should a fire result from the operation, make the AF Form 592 a part of the investigation report. 
I., 
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93. Special Civil Engineering. These tables include special activities relating to troop application and contingency 
planning of CIvIl engineering not covered m other civil engineering series. Includes RED HORSE and PRIME 
BEEF pohcy, procedures and operations 

ITABLE 93-1 I 
I PRIME BEEF (PH-PRIME BASE ENGINEER FORCE) RECORDS 

R A B C D
 

U
 

L If the records
 
E are or pertain to consisting of which are then
 

-I	 postunng (plan- manning requirements (MAlCOM and base) with at AFESC and below destroy after 3 years.
 
run~ related corresoondence
 

-2 manpower	 recommended, approved or disapproved conversions, at AFESC
 
and upgrade/downgrade actions
f---3 at MAlCOMs and below
 

-4 deployment volunteer requests, requests for assistance, deployment at AFESC and below destroy after 2 years.
 
instructions and reports for both MAlCOM and
 
USAF directed deployments
 

5	 contingency/ plans WIth related background matenal destroy when superseded.
 
operations plans
 

-6 RESERVED 

7 mobility folders individual team member certificates and records at MAlCOMs and below destroy upon transfer of 
member 

8 reports training reports, plans, objectives, results and recom- at AFESC and below destroy after 2 years or when 
mendations no longer needed. r--
msoecnon reports and results ~ 

10 staff assistance VISItreports and recommendanons	 destroy after 2 years unless
 
rule 1 2 and 3 governs.
 r--

-11	 reports covenng major catastrophes and wartime nus- at AFESCIDEO retire as permanent (See
 
sion supports note)
r--

1-12 Urut Combat Readiness Reporting (UNITREP) at HO USAF and AFESC destroy after 1 year 
-13 at MAlCOMs and below 

-14 RESERVED 

-NOTE Offer to National Archives 10 S-year blocks when latest document IS 5 years old 

ITABLE 93-2 I 
ICIVIL ENGINEERING RED HORSE PROGRAM RECORDS 

R A B C D 

U 
L If the records 
E are or pertain to consisting of which are then 

1 programnung records that reflect the development, formulation and at HQ AFESC retire as permanent (see note
 
records ISSuance of pohcies, procedures, and the exercises of man- 3).
 

agerial control of RED HORSE programs
 

2 plans contingency/operations and MAC affihation plans WIth destroy when superseded (see
 
related bac~ound matenal note 2)
 

3 deployment and estimates, rruhtary construction project data. work directives, at HQ AFESC and destroy 3 years after comple-
project files project approval and funding mformanon, work orders, engi- MAlCOMs non of project
 

neenng drawings, diagrams, specifications, and any pertment
 
data such as feeder reports (messages and transitory narra-
nve reports of work stoppages, other labor Situations, equip-
ment and matenel deficiencies, and other data used for back-

- ground mformanon and control)
 
at bases	 see table 89-1 ~ 

5	 on projects that have destroy after 2 years.
 
been disannroved
 r--

6 at RED HORSE destroy when no longer 
sauadrons	 needed (see note D 
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t! 
;.' I TABLE 93-2 CONTINUED 
J R A B C D 

I;'
I' 

.'1 

~.'.
 

U
 

L If the records
 
E are or pertain to consisting of winch are then
 

reports mobility status reports (C-ratmgs) on personnel and equip- destroy after 2 years, or when 
ment no longer needed, wlnchever 

ISsooner 

7 

-
squadron acnvrtv reports--L 

9	 vehicle status reports WIth Information on velucle location,
 
losses and gams
 r--

10	 personnel and TOY manmna reoorts 

NOTES 
Wrthin 30 days after acceptance, send 00 Form 1354, Transfer and Acceptance of Military Real Property, to the host BCE and one set of 

reproducible as built drawmgs, all brochures of warranties on mstalled equipment and any mamtenance data that might aid the BCE personnel 
2 See table 28-1 for wartime plans. 
3 Offer to the National Arcluves when 10 years old. 

95. ·Visual Information (VD Systems. These tables cover records pertauung to all aenal and ground still photogra-
phy, motion picture photography, sound recordings, and television, except reconnaissance photography, telemetry, 
and Armed Forces radio and television service. 

I TABLE 95-1 I 
I *STILL PHOTOGRAPHY 

R A B C D 

U 

L If the records 
E are or pertain to consisting of which are then 

1	 offiCIal record photo- send accordmg to AFRs 95-3 
graphs, WIth ongma1 and 95-4 to 1361st Audiovis-
negatives or transpar- ual Squadron, AA VS (MAC) 
encies (see note 1) I(see note 5). 

2	 photographs made a retire or dispose of WIth
 
part of a project file, records of wluch they have
 
report, or smular group been made a part
 
of records
 

3 ongmal negatives (see negatives from wluch pnnts have been submit- subrmtted with unsatisfac- destroy after 3 months 
note 2) ted with reports tory, damage, accident, 

I--- and similar reports 

4 negatives and extra pnnts of photographs of AF not at base photographic destroy on death or retirement 

I--- officers laboratones of the mdivrdual (see note 3) 
*4.1	 not at base photo graphics destroy after 12 months (see
 

laboratones note 3)
 I---
*4.2 of local commanders, retam unnl mdrvidual IS 

mspectors and key person- retired, relieved or reassigned 
nel and destroy when no longer 

needed-
negatives of photographs of purely local mterest destroy when no longer 
made for public relations use needed 

5 

-
*5.1	 of local individuals (other
 

than officers) requmng
 
recogmnon or
 
idennficanon, i e , senior
 
enlisted advisor, com-
plamts NCO. AFCOMS
 
advisory board member.
 

-	 etc 
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r, . 

I TABLE 95-1 CONTINUED I
 
R A B C D
 

" U 

L H the records
 
E are or pertain to consisting of which are then
 

·6	 negatives which are valueless due to faulty pho-
tography, or because of smnlanty are considered
 
to be dunhcanons
 

7	 ongmal negatives or subject matter not desired for record
 
prints produced m
 
trammg or practice (see
 
note 4)
 

8 duplicate negatives or 
pnnts 

9 photographs not cov-
ered above 

·10 photographic work work request and related papers destroy 18 months after 
order monthly Visual Information 

Workload Factors Report IS 
Iprepared 

·11	 monthly VISual Infor- AF Form 1340, Monthly VISual Information retam for 5 years, then de-
manon Workload Fac- Workload Factors Report stroy
 
tors Report
 

NOTES.
 
I Report any still photograpluc collection not covered lD this table to SAF / AADAQ for appropnate disposiuon mstructions
 
·2 DISposable negatives and pnnts may be retamed beyond prescnbed retention penod only when recommended for retention by the
 
MAJCOM/SOA/DRU VI manager.
 

BXCEPTIONS· As specified in AFR 36-93 
'totographs made as part of exarmnanons or exercises before the completion of training courses are not retamed as a part of the student's 

1- nent record 
he 136lst Audiovisual Squadron collects and forwards to DOD Still Media Center for accessionmg. DOD Still Media Records Center 

.s until no longer needed, then recommends to SAF/AADAQ to offer to the National Arcluves. Offers should be chronological segments or 
ain logical file arrangement SAF/ AADAQ provides disposinon instructions on unaccepted offers 

ITABLE 95-2 I
 
I·MOTION PICI'URE PHOTOGRAPHY/VIDEO
 

R A B C D
 

U
 
L H the records are .
 
E or pertain to consisting of which are then
 

·1	 record motion picture motion picture photography, Video tapes, and related send under AFRs 95-3 and 
photography/vtdeo audio recordings	 95-4 to 1352 AVS/DOSLR, 

Norton AFB CA 92409 (see 
notes 1 and 2) 

1.1	 educational television
 
(ETV) official record
 
records
 

·2 official release pnnts all pnnts distributed through the AF VISual Informa- do not dispose of Without
 
non (VI) Library System under AFR 95-4 authonty of AF Central VI
 

Library
 

·3	 COpies of matenal master POSItives,duphcate negatives, or pnnts destroy, salvage, or stage
 
wluch has been for- when no longer needed
 
warded to the DOD (except rule 2).
 
Motion Media Records
 
Center
 

·4	 local interest films exposed for base information service, local
 
photography/video television news programs, and other purely local
 

interest purposes
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ITABLE 95-2 CONTINUED 

R A B C D 

U 
L If the records are 
E or pertain to consisting of which are then 

-5 film/video produced 10 

testing film, photo-
grapluc or Video equip-
ment, or 10 trairung 
ohotozranhers 

-6 video/photography pnnts no longer useful or not pernnent to AF acnvi-
produced by other ties 
a~encles 

-7 origmal photog-
raphy/video wluch IS 

unusable because of 
mfenor Quality 

-8 film/video requmng see AFR 12-50, vol I, para-
emergency disposal aranh 4-5 

9 photograpluc artwork drawings, ammauons, cartoons, titles and selected salvage for other uses, or des-
mounted photographs covered With acetate foil on troy after completion of proj-
winch pertinent mstrucnons are wntten ect 

10 commercial projects requests for production, outlines and/or treatments, at HQ USAF/ destroy 20 years after motion 
final scnpts, talent releases, music nghts and cue MAJCOMs/major picture IS accepted by AF 
sheets, reports on final conference, progress, status subordinate commands (EXCEPTION· see note 3) 
performance, crew, travel and temporary duty, cer-
tificates for authonzed changes and scnpt coverage; 
production contracts, supplemental agreements, 
change orders, authonzations for payment; and 

f-- notices of final payment of the contract 
11 below major subor- destroy 6 years after final pay-

dmate commands ment for projects (EX-
CEPTION retain one copy 
of final scnpt, talent releases, 
and music nghts unnl final 
disposition of related films). 

U m-service production records pertammg to preparation of complete monon at HQ USAF/ destroy 20 years after produc-
records picture film or filmstnp subjects for use In trammg, MAJCOMs/major non of the monon picture 

onentanon, indoctnnanon, and public mformanon, subordinate commands (EXCEPTION· see note 3) 
original requests and formats, approvals, production 
assignment, approved scnpts, correspondence regard-
109 producnon, final approval, and uunal release 

f-- pnnt requirements 

13 below major subordi- destroy 2 years after com-
nate commands Ipletron of project, 

-14 m-service project rec- records pertaimng to assignment of AF umts for pho- at HQ USAF/ destroy 20 years after produc-
ords tography, varying from a few shots to several reels, MAJCOMsimajor tion completion (EXCEP-

requests for photography, letters of assignment, and subordinate commands TION see note 3) 
project status reports (see rue 12 for preparation of 

f--
complete subjects) 

15 at HQ AA VS staff destroy 2 years after comple-
offices and below non of project. 
major subordinate 
commands 

16 instrumentation film see table 8(}-3 

-17 film/video salvage or records relating to the destruction or salvage of film, below major subordi- destroy after 2 years. 
destrucnon film stnps, and Video cassettes, i e , notices or nate commands 

f-- certrlicates of destruction 

-18 at DOD Motion destroy after 5 years 
Media Records Center 
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ITABLE 95-2 CONTINUED I 
R A B C D 
U 

L If the records 
E are or pertain to consisting of which are then 

19 film service request service project records, including initial request for destroy 2 years after closeout 
records motion picture film and sound tapes, and related of film service project 

records 

·20 acquisitron records	 accession forms, receiving records and sumlar Items destroy after 2 years, or when
 
indicating film subjects received and entered Into the no longer needed, whichever
 
DOD Motion Media Records Center ISsooner
 

21 loan records control records on film loaned to laboratones for
 
renroducnon and on film borrowed from NARS
 

·22 film/video control records used to control motion picture film/video at the DOD Motion destroy after 2 years, or when
 
records	 Within the DOD Motion Media Records Center, such Media Records no longer needed, whichever 

as master cards, retention cards, film cutter records, Center ISsooner 
footage reports, Inventory change records, shelf lists, 
classification! downgradmg records, Withdrawal 
recor~ slunmna control records and sumlar records -·23 locator cards	 hold throughout the life of the 

DOD Motion Media Records 
Center. They have the same 
ultimate disposition as the 
records to which they pertain. 

24 records disposition directives and schedules governing motion picture destroy on discontinuance of 
schedules film disposition function, or when no longer 

needed whichever ISsooner 
25 card catalogs and loca- project number cards and title cards (see note 4) hold until the film ISdestroyed 

tor aids or transferred to another 
agency (see note 2)-·26	 film number, subject, and categoncal Index cards and
 

master archival records of films retained In the DOD
 
Motion Media Records Center
 

NOTES 
*1 Report any motion picture/Video collection not covered In the table to SAF / AADAQD for appropnate disposinon instrucnons 
*2 The DOD Motion Picture Records Center retains until no longer needed, then recommends SAF/AADAQD offer to the National Archives 
Offers should be chronological segments or Within logical file arrangement SAF / AADQ provides disposrnon instructions on unaccepted offers 
*3 Project files related to films/video productions offered to and accepted by the National Archives Will be transferred to the National Archives 
With related product. 
4 Duplicate COpiesmay be retained until no longer needed 

ITABLE 95-3 I 
I ·SOUND RECORDINGS 

R A B C D 

U 
L If the records 
E are or pertain to consisting of which are then 

r-L sound recordings those transcnbed to Dauer records erase or destroy immediatelv 

2 those not transcnbed to paper request disposinon record 
matena! mstrucnons through 
channels from SAF/ AADAQ 

f-- (see note) 
3 destroy transitory matena! when 

no longer needed 

·4 Video tapes see table 95-2 

NOTE The letter requesting disposition mstructions will Include a full descrrption of the subject matter or event recorded, and the purpose for 
which the recording was made 
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*This table covers records pertainmg to administration and operation of the Visual Information Library Service, a 
program by which motion picture films, film strips, video cassettes, slides, related transcriptions, and projection equip-
ment are stored, accounted for, and dtstributed to AF activities. 

ITABLE 95-4 I 
I *VISUAL INFORMATION M) LIBRARY SERVICE 

R A B C D 

U 
L If the record are 
E or pertaiD to c:oDSistfng of which are then 

1 

I--
2 

base VI library audio-
VISual matenals request 

correspondence ISSUedand returned With film 

correspondence held base VI library or film-
ISSwnll:acnvuv 

destroy 1 year after date of 
ISSue. 
destroy on return of film 

3 

I--
4 

AF Central VI Library 
VI product request 

forms held by the requester-base 
VI library 

held by the requestor-
other than a base VI 

destroy 6 months after date of 
request 
destroy on turn m of film. 

I--

~ 
r-!-
-L 

lIbrarv 

at AF Central VI lI~rgy 

.(RESERVED) 
(RESERVED) 

destrov 1 vear after rece!Q! 
I 

8 ongmals retained by over-
seas resaonal VI hbrarv 

destroy on return of film 

9 ~SERVED~ 

10 (RESERVED') 
11 confirmation forms confirmation of boolang and or status of film, and 

other confirmanon forms 
held by requestor destroy 6 months after date of 

request. 
12 (RESERVED) 
13 

-

invOiCes forms ISSuedand returned 
library 

with film to regional VI destroy when utilization data 
is transcnbed to other rec-
ords 

14 film shipping cards, I e., punched cards used as 
invoice record and as mput source for film due-in 

hstmzs, film returns and shrnmna lists 

destroy 90 days afte,r date of 
last action 

15 

-

film prmt control file a card for each print m a VI library used for 
mventory and data use 

destroy 1 year after return of 
film to the AF Central VI 
Library or regional VI 11-
brarv 

16 contmuanon 
transactions 

cards for film prmts havmg numerous destroy 6 months after date of 
last entry. on card 

17 master film record 
forms 

destroy I year after subject IS 

Withdrawn, or all pnnts are 
disposed of, whichever IS 

later 
18 individual prmt and 

boolanll. record forms 
destroy on removal of pnnt 
from active stock 

19 film service account 
number control records 

records accumulated m admmistranon of the 
mechantzed film boolang and accountmg system at 
AF Central VI Library reftectmg assignment of 
account numbers to authorized film-using actrvmes 

hold throughout the life of th 
AF Central VI Library mech 
amzed film service program, 
then destroy (see note I) 

20 card cataJog film number, subject and categoncal 
films m the AF Central VI Library 

mdex of the hold throughout the life of tl 
AF Central VI Library and 
destrov (see note 1) 

21 

r--
22 

film inspecnons 
acceptance 

and reports on matenal inspection, receiving and 
acceptance of pnnts, and related correspondence 

m AF Central VI Library 
case files of individual 
films 

m central film hbranes 

See rule 38 

destroy after 1 year 
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ITABLE 95-4 CONTINUED	 I 
R A B C D
 
U
 
L If the records are
 

E or pertain to consisnng of which are then
 

23 film library accessions	 accession forms, stamped receiving records, and see table 205-1 on classified 
smular Items mdicanng film subjects received and films retamed with accounta-
entered in to the AF Central VI Library and bihty records 
groups of identifymg pnnt letters assigned-

24	 see rule 38 on unclassified
 
films
 

*25	 _au;:SERVED) 

26 film master booking destroy 6 years after film sub-
status ject IS withdrawn from serv-

Ice 

27 equipment control cards for each piece of audio VISual equipment in	 destroy I year after equipment 
the mventory	 IS turned in, salvaged, or 

otherwise removed from the 
mventory-28	 connnuanon cards required on Items having nu- destroy 6 months after date of 

merous transactions last entry on card. 

29 classified film repair	 records on repairs and alterations made to each destroy 30 days after mspec-
nnnt of film classified Secret non of film 

30	 distnbunon and control master booking lists destroy 30 days after receipt 
records (see note 2) of new list, 
(machine hsnngs)f---

31 master address list	 destroy 60 days after receipt 
of new hstI--

short	 term loan due-in hstsr-1L 
long term loan hsts (see note 3)r2L 

34 voucher lists	 destroy 1 year after date of 
hstf---

35 dally address hsts	 destroy after receipt of new 
master hst

I---
dail y transaction hst destroy after 6 months ~ 

37	 dally error hsts 

38 mdrvidual film case files	 records pertammg to print requirements, distribu- destroy 5 years after film IS 

non, film Identification, techrucal accuracy, photo- declared obsolete or removed 

graphic quality film evaluation, replacement, secu- from VI library system. 
nty classification, exhibition clearances on film 

subjects approved, adopted, or procured for distn-
bunon, may con tam COpies of contracts and 
matenal inspection and recetvmg reports, produc-
non requests scrmt 

39 mdrvidual VI library	 correspondence and related matenal reflecting au- destroy I year after macnva-
case files	 thonzanon for establishment of libraries, reports of Don of base
 

field liaison VISits, mspection reports, VI service
 

recuirements VI hbrarv facilities
 

40 film inventory reports reports at acnvines serviced by destroy 3 years after closing 

and contmuanon sheets oversea regional VI h- date of report 
branesf---

41 machme hsnngs used to compile reports	 at AF Central VI Library
 
and activmes serviced
 
directly by that Librarv
 

42	 film evaluation and summary reports filed in case file of individual film see rule 38
 

summary reports

f---

43	 film evaluations With attached summary rep_orts destroy after I year 

NOTES. 
When function IS assumed by another unit. transfer records to the gairung unit 

2. Hold 31 March and 30 September hstmgs of classified films until the semiannual mventory and audit of classified films IS completed 
3 Hold those for 30 June and 31 December WIth semiannual film mventory and use reports (see rule 40) for each penod 
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I °T ABLE 95-5 I 
I GRAPHICS I 

R A B	 C D 

U 

L If the records are or 
E pertain to consisting of which are then 

1	 ongmal and master subject matter not desired for record hold pending drsposrtion 

graphics and products, authonty approval 
references and elm art 

2	 duplicate products used to fill recurnnz recuirements 

3	 drafts, samples for 
zreohsc products 

4 graphic work orders	 work orders and related papers used to schedule work, 
document workload, matenals used, man-hours expended, 
and to preoare reports 

NOTE See table 95-1, rule 11 for VI Workload Factor Report 

96. Mapping, Charting and Geodesy, These tables apply to all AF activities producing or acquiring mapping, chart-
ing and geodesy (MC&G) records. They do not cover aenal and ground still photograph and related photograpluc 
records (see tables in the 95-senes), except for prints as source material. 

DMAAC/SDDLA, Second and Arsenal Streets, St Louis MO 63118, operates the DOD Aeronautical Chart Library 

DMAAC/GDGG, Second and Arsenal Streets, St LOUISMO 63118, operates the DOD Gravity Library. 

DMAACI ADL, 8900 S. Broadway, St Louis MO 63125, operates the Free World Air Facilities and Flight Infor-
mation Data Library. 

ITABLE9~1 I 
IMAPPING CHARTING AND GEODESY (MC&G) RECORDS 

R A B C D 

U 
L If the records 

E are or pertain to consisting of which are then 

1 requirements, copies of directives, correspondence, reports of surveys, destroy when no longer 
investigations, studies, mvesngations, prototypes, and other records used needed 

and vahdanons as a basis for imnanng, modifying, updating, or disconnn-
uma MC&G programs 

2 development produced or not produced techmcal cartograpluc data destroy when no longer 
project files and documentary evidence of sources and methods used needed, or when production 

and results of background studies or reports created to of resultant cartograpluc 

facilitate or support charting production programs product IS discontinued, 
wluchever IS sooner 

3 compilanon In- records produced for AF use wluch define and delmnt send to DMAAC/SDDLA 

structions and areas to be charted, contents or charts, and pubhcanons when no longer needed 

histones, specifi- (including hthographic copies and techmques and meth-
cations, and re- ods followed), and also may Include compilanon reports, 
search reports job spectficanons, and specific reference to aenal photog-
(see note 1) raphy and other source matenals used for such mforma-

non, cultural and natural features, place names, boundary 

hnes, aeronautical mformanon, and smular data basic to 
the content, accuracy, and rehabihty of charts and pubh-
cations 

4 compilation charts, maps, or aeronautical information pubhcanons destroy when no longer 
manuscnpt complied from one or several other charts, maps or re- needed, or after pubhcauon of 
working files lated sources resultant map, chart, or pubh-

cation, wluchever IS sooner 
(see note 2) 
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R A B C D 
U 

L IT the records 

E are or pertain to	 consistIng of wluch are then 

5 film negatives	 photograplucally scaled negatives from each color sepa- held by the producing destroy when superseded or
 
ration drawing, used for prepanng metal press plates for agency as long as corre- obsolete
 
final hthographrc phase of map, chart, or aeronautical spondmg charts, maps, or
 
publication reproduction aeronautical Information
 

publications are current 
and used for additional 
nnntmas 

6	 research refer- wntten results of analysis and evaluation of data covenng held by the producmg destroy I year after mcorpo-
ence records a specific area or region, project files, area studies, or activity ration m a completed project
 
(see note 1) reports of studies of astrodynamics, geodetic, geopohti- or publication, or when super-

cal, or geophysical significance	 seded or obsolete, whichever 
IS sooner 

NOTES 
1 Forward one copy to DMAAC/SDDLA 
2. EXCEPTION Items detenruned to be unique or of contmumg value may be retamed by the creating activity until superseded, obsolete, or no 

longer needed 

Mapping and charting records include various forms of aeronautical charts, targeting charts, weather charts, sensor 
simulator plates, terram models, and sunilar products produced for training, operations, mtelhgence, air navigation, 
and other logistical operations, or for use in conductmg or supporting strategic and tactical air operations. 

I ITABLE 96-2 

I MAPPING AND CHARTING I 
R A B C D 

U 

L IT the records 

E are or pertain to consisting wluch are then 

1 source matenaIs	 geodetic control data, terrestnal and aenal photographs send descnpnve lists to appro-
and charts, evaluated reports of pnor mapping, hydro- pnate DOD library, reportmg 

graphic, hypsograpluc, magnetic, gravimetric, oceano- acnvity will be advised of dis-
graphic, and meteorological data, and descnpnve or posmon, 
related mtelligence reports (see note 1)r--

2 other matenal	 destroy when superseded or
 
obsolete, or when no longer
 
needed.
 

3	 pnnted, photo- charts, maps, atlases, portfolios, photomaps, and all re- held by the producmg destroy when no longer
 
processes, and lated indexes, In map or other form. includmg each edi- actiVIties needed
 

slIDllarly pro- non or vanant thereof, produced for or by the AF
 

duced charts and
 

maps (see note
 

2l 
4	 point posmonmg preprocessed sets of photographs return to Defense Mappmg
 

data bases Agency (DMA) on receipt of
 
(PPDBs) rep1acement materials, or
 

when no longer needed, 
whichever IS sooner (see note 
3) 

NOTES 
I They may also include mtelhgence Information, see tables m 200-senes for dISpOSItiOn mstructions 

2 Forward 2 COpies to DMAAC/SDDLA 
3 The mailing address for the DMA PPDBReposltory IS Duector,DMAAerospaceCenter,ATIN. SDDIPPDB Repository, St LoUIS AFS 

MO 63118 Send classified PPDBs VIa ARFCOS, and unclassified PPDBs VIa FJrSt Class Registered Mall 
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ITABLE 96-3 

IAERONAUTICAL INFORMATION 

R A B C D
 

U
 
L If the records
 

E are or pertain to consISting of which are then
 

1 source matenals	 NOT AMs, airfield photographs, engmeenng drawings, send ongmal description lists 
and communicanons from AF acnvmes, FAA, C&GS, to the appropnate DOD 11-
Navy Oceanograpluc Office, and other Government brary, reporting urnt WIll be 
agencies (see note) advised of disoosmon I--

2	 destroy copies when no
 
longer needed
 

3	 aeronautical in- final reproduced copies of flight planrung records, en held by AF acnvines destroy when superseded, ob-
formation pubh- route Iugh/low altitude charts, temunal fbght mformation solete, or no longer needed 
cations pubhcanons, foreign clearance guides, and similar docu-

ments nroduced for AF	 use,..--
-4 record set of aeronautical mformation nubhcanons atOPR see table 5-1 rule 1 

NOTE. They may	 also include mtelligence mformanon, see tables in 2~enes for disposition mstructions 

Geodesy records are created, acquired, used, or collected by AF elements m obtaining gravity surveys; horizontal 
control by the performance of aenal electroruc geodetic surveying, aenal electronic-controlled photography, or by 
other types of geodetic surveying: and m obtaming vertical control by aenal electronic surveyor other methods. 

I TABLE 96-4 I 
IGEODESY RECORDS 

R A B C D
 
U
 

L If the records
 

E are or pertain to consisting of which are then
 

1 basic and or field	 data denved from satellite tracking systems or conven- imnally processed by or- destroy when no longer 
records	 nonal systems or conventional surveys (such as HIRAN, gamzanons performmg needed
 

SHlRAN, gravity, astronomic, traverse, tnangulatron, or the survey
 
observed data), data wluch may reflect on the precision
 

of the observations, and field computations involving tIus
 
data (see note) uunally processed in the field or at the
 

home station
I--
2	 mitrally adjusted or re- send one copy to DMAAC/
 

duced geodetic or gravity GDGG
 
data
f--

3 destroy prehmmary computa-
nons when no longer needed 

4 office records	 computations involved in determimng final values to be at orgamzations perform- destroy ongmals when no
 
denved from observed data by adjustment or some other mg computation longer needed
 
process
f--

5 geodetic or gravity data send two copies to DMAAC/ 
GDGG 

NOTE Observed data may be recorded on film or tape, or hand recorded in field books or on forms Computations accomphshed at the home 
office, but wluch are the type usually performed in the field, are considered field records 
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100. Communications-Electronics (C-E). These tables cover records pertaining to policies, procedures, standards, and 
operational doctnne for overall direction and plannmg of C-E systems, including radio frequencies, communications 
security and cryptographic equipment, management of aircraft and missile control and warning ground environment, 
navigational and air traffic control ground environment, and electronic warfare equipment (all" and ground). They 
also cover development of command control and communications security/cryptographic matters and the AF Mili-
tary Affiliate Radio System (MARS). 

ITABLE 100-1 

FRE OUENCY MANAGEMENT RECORDS 

R A B C D 
U 

L If the records are 

E or pertain to consisting of which are then 

1 radio frequency au- hsnngs of radio frequency authorizanons (RFAs) at HQ USAF and MAlCOMs destroy when superseded or
 

- thonzanons and JFP assignment messages cancelled
 

1.1	 at major subordmate com- send to gammg command on 
mands and C-E stanons	 transfer of C-E station or de-

stroy when superseded or can-
celled. 

2	 radio frequency in- mtenm (temporary) assignment nonflcanon forms at HQ USAF and MAlCOMs destroy when no longer
 
tenm assignments and assignment messages needed
,...-

2.1	 at major subordmate com- transfer to gammg command 
mands and C-E stanons	 on transfer of C-E stanon or 

destroy when no longer 
needed 

3	 radio frequency Ius- data relating to acnvanons and deletions, and to destroy when no longer
 
toncal data ~rol'Osa1s interference and engmeenng needed
 

4 propagation records studies and related data on a particular path destroy when no longer
 
needed
 

5 radio frequency punched cards or hsnngs of usage data at HQ USAF destroy after 2 years.
 
unhzanon reports
-

6 at MAlCOMs destroy after 1 year
 

7 circuit files correspondence, electncal messages, and related at frequency management destroy 5 years after deacnva-
data of an Iustoncal nature pertaining to a partie- offices at major subordmate non of circuit or macnvanon
 
ular circuit or acnvrty using frequencies commands and above of usmz acnvirv
,...-

8	 at frequency management destroy on deacnvanon of cir-
offices below major subor- curt, or when no longer
 
dmate command needed. whichever IS sooner
 

ITABLE 100-2 

USAF HIGH ~QUENCY (HF) RADIO STATION RECORDS 

R A B C D 
U
 

L If the records are
 
E or pertain to consisting of which are then
 

1 master station logs_ records of events within the station destroy after 3 months
 

2 air/ground or records of acnvity at the operating positron destroy after 30 days.
 
pomt-to-pomt logs
 

3 radio circuit opera- transcnbed messages of air/ground or pomt-to-pomt
 
nons records transmrssions, flight following records, case files, en-

crypted messages, command control messages, ICAO/
 
air-ground-air teletype records, phone patch records,
 
message/contact number sheets, frequency monitor re-
ports, net connnuuy logs, ATC clearancea/advisones/
 
requests, emergency action messages, FOXTROT mes-
sages, other broadcasts, morale and welfare messages and
 
other air/ground or point-to-point messages and forms
 

used m circuit operations
 

4 recorder tapes recordings of air/ground or pomt-to-pomt commuruca- erase after 30 days
 
nons bv electncal means
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ITABLEl~2 CO~D 

R A B C D 

U 
L 
E 

U the records 
or pertain to 

are 
consisting of which are then 

5 mrssion 

uments 

related doc- rtineranes, special commumcanons 

commumcanons alert/activation 

support 
messages 

messages and destroy 

non of 
after 30 days, or on com ple-

rmssion wluchever IS later 

6 equipment/circuit 
outages 

logs or forms destroy 
returned 

months 

when equipment or circuit 
to operations, or after 3 

whichever IS later 

IS 

7 station 

POrts 

acnvity re- records of station acnvrty, traffic count/analysis, 
cv usage and station personnel status 

frequen- destroy after 1 year 

8 aircraft accident or 
loss of human hfe 

all records descnbed in rules 1 through 7 above destroy 

non, or 
later 

on completion 

after 6 months, 
of mvesnga-
wlnchever IS 

9 emergency, contm-
gency or mobile HF 

operations docu-
ments 

HF communications 

cumstances 

support m other than routme cir- destroy 

report, 
IS later 

on completion of after action 

or after 6 months, wluchever 

10 HF commumcanons 

trammg for reserve 

forces 

accumulated dunng Unit trammg assemblies destroy after 3 months 

ITABLE1~3 

IC-E PROGRAM IMPLEMENTATION 

R A B C D 

U 
L U the records are 

E or pertain to consisting of which are then 

1 plant-in-place rec-	 complete master set showmg what, where, at the C-E facility operatmg send to gaming acnvity or agency 

ords (PIPRs)	 and how C-E eqwpment IS mstalled or IS activity when C-E facility IS transferred 

planned to be installed, mcludmg mstalla- from AF junsdicnon, except destroy 

non records/drawings, program docu- individual records when they are 

ments, C-E schemes, mtenm records and superseded or obsolete 

base C-E recordst--
2 at all other activities destroy when superseded or 

obsolete.t--
2.1	 master copies of site adapted commuruca- at AFCC area Headquarters destroy miscellaneous records when 

nons drawmg records for AF bases/SItes wluch have engmeermgl superseded or become obsolete. 
and miscellaneous related records mstallanon responsibihty Master copies of SIte adapted draw-

mg records for inacnvated 

bases/SItes WIll be sent to acqwrmg 

acnvity at the time of release from 
caretaker status, 

3 C-E schemes	 a formatted engmeenng and mstallation destroy ongmal (master) scheme 2 
plan that provides mstallanon standards, years after program completion or 
objectives and performance predictions; a cancellation 
detailed resume of support construction 
(SCL); a lisnng of C-E matenals (mclud-
ing major and mmor Items of eqwpment 
and hardware); engmeermg drawings; a 

narrative explanation of mstallation proce-
dures, and test gwdance for the mstallanon 

team~ 
4 copies at C-E facility operat- forward to PIPR file after comple-

ing location non of the program or destroy 2 
years after scheme cancellation'--
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ITABLE 100-3 CONTINUED I 
R A B C D 
U 

L If the records are 
E or pertain to consisting of which are then 

4.1 base WIfe cable schemes at destroy I year after final bilhng. 
C-E facility operating loca-
non wluch IS serviced by 

commercial telephone com-

- pany 

~ at supply acnvines see table 67-2 

6 at all other actrvttres destroy 6 months after completion 

and acceptance of the C-E mstalla-
non or scheme IS cancelled, except 
that test specifications, test results, 
and other recorded performance data 

accumulated at orgaruzanons having 

responsibihry for analysis of test and 

performance will be destroyed when 
no longer needed 

7 C-E project engi- records relating to the performance of at orgamzanon have C-E destroy 2 years after program com-
neermg files C-E systems and scheme engmeenng that scheme engineering responsi- plenon or cancellation of the C-E 

are not included in the formal scheme bilines system or scheme 
package, such as survey reports, evaluation 

of alternative Sites or methods, systems 
analysis, calculations, and predictions of 
facility/system performance, logs and 

other recordings of measured parameters, 
progress reports, management actions; can-

) 8 contract services 

cellanon notices, requests for techrucal 
site data and other source matenal 

fund forecast reports 

and 

destroy after I year 

~ fundmg 

9 approved indrvidual fund requests and re- destroy 2 years after acceptance of 

I-- lated records the mstallanon 

10 disapproved mdivrdual fund requests and destroy after I year 
related records 

11 commumcanons- a coordinated schedule of implementation at the program manager level hold With associated program docu-
electrorucs unple- actions m the areas of engmeenng and in- ment (table 10Q-4, rule 4) 
mentation plans stallanon, manpower, alhed support con-

~ (CEIPs) strucnon, and logisncs support 

ua., at MAJCOMs 

13 at facility operating acnviues send to PIPR file after acceptance of 
and base commumcanons facility 

- offices 

14 at other support acnvmes hold With associated program docu-
ment (table 10Q-4 rule 4) 

15 commurucations- HQ USAF or HQ AFCC direction and at HQ USAF and HQ destroy when no longer needed 
electrorucs unple- gwdance for the implementation of ap- AFCC 
mentation directives proved SORs 

- (CEIDs) 

16 at base commumcations file With program records in PIPR 

- offices file after program completion 

17 at all other acnvines hold With associated program docu-
ment (table 10Q-4 rule 4) 
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ITABLE 100-4 I 
IGROUND C E FACILITY - PROGRAMMING PLANS AND TECHNICAL	 REPORTS 

R A B C D
 

U
 
L If the records
 
E are or pertain to coDBisting of which are then
 

1	 C-E programnung USAF program commurucatlons at HQ USAF destroy when no longer
 
records needed
~ 

1	 at MAJCOMs/maJor subordi- destroy on receipt of super-
nate commands sedmz record
 

3	 C-E statements of approved programnung records and related at facility operating activtty transfer to PIPRs after accept-
requirements records prepared according to USAF com- programnung office ance of facility 
(SORs) municanone-electromcs programmmg gwdance"---

4 at acnvines other than facility destroy 1 year after CODlIDlS-

operanng activity program sionmg of the last facility 

office included in the plan'--
5	 disapproved programnung records and related destroy 1 year after disap-

records loroval.
"---
6 cancelled programmmg records and related docu- at acnvines other than pro- destroy 1 year after cancella-

mentation grammmg and implementing tlon 

MAlCOM'---
7 cancelled SORs and related data at programmmg and unple- destroy 1 year after cancel-

mentmz MAlCOM lanon 

8 (RESERVED) 
I) PCSP workbooks	 destroy 4 months after the as 

of date. Hold magnetic tapes 

for a mID\IDum of 3 months 

after the as of date 

10	 commurucatlons- controlled and uncontrolled reports related to a destroy after 6 months, or
 
electronics (C-E) specrlic programs or several programs when superseded, whichever
 
program status IS later
 
reports
 

11	 tactical require- concepts of operations and related correspondence at HQ USAF/MAJCOM hold I year after completion 
meats case files	 pertammg to requirements, concepts, and descnp- OPRs, major subcommand of the project (case), then de-

nons of future tactical commumcanons electromc levels stroy 
egwpment 

12	 (RESERVED) 

13	 admmlStrative pro- transcnpt sheets, PCAM cards, and PCAM hstmgs destroy 4 months from date of
 
gram commuruca- record or when no longer
 
nons support pro- needed, whichever IS later
 

~_chimges 

14	 Base Commumca- a hsnng prepared by the base C-E officer of all at the host base destroy 5 years after annual
 
uons-Electromcs existing C-E facahnes and plans to change those C3RB meeting.
 
Plan (BCEP) facilmes or acquire new C-E capabilities (future
 

(resulting from requirements are projected over as-year penod)
 
annual meeting of
 
the base C3RB)
r--

15	 at MAJCOMs, and acnvmes destroy 1 year after all exist-

other than those in rules 14 mg, programmed, and pro-

and 16 jeered requirements are vah-

dated and reflected in 

MAlCOM C3 Program Planr--16 at servicing AFCC E-l Com- destroy 1 year after all pro-
mumcations areas jected new requirements have
 

been recorded m SORs
 

17	 eqwpment hsts, standard facility lists, standard mstallanons IDStruC- atOPR retire as permanent
 
techmcal orders, nons, techmcal orders and other techmcal publica-

and pubhcanons nons, CEM policy gwdance and procedures, With
 

supporting records-18 at other than OPR	 destroy when superseded or
 
rescinded
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ITABLE 1()(}-4 CONTINUED I 
R A B C D 
U 

L If the records 

E are or pertain to consisting of which are then 

19 Command and agenda, minutes of meetings, and related docu- atOPR destroy after 2 years 
Control Communi- ments 
cations Require-
ments Board 

- (C3RB) 

20 at other than OPR destro v after I year 
21 required opera- ROCs, SPPs, RADs and directly related corre- at MAlCOM OPR retire as permanent 

nonal capabrhty spondence 

(ROC), system 

package program 
(SPP), reqwrement 
action direcnve 

- (RAD) 

22 other than MAlCOM OPR destroy 12 months from date 

of~Q&Lam completion 

ITABLE 100-5 I 
I GROUND RADAR AND TRACALS EVALUATION RECORDS 

R A B C D 
U 

L If the records 

E are or pertaJn to eonsisting of which are then 

1 quahty control detection performance data, quality control chart, at sites destroy after I year 
reports quality control inspection sheets and comparable 

t--- records used to record equipment performance 

1.1 at momtonng headquar- destroy when no longer 
ters needed 

..1..- evaluation reports station. system. and special evaluation reports at MAlCOMs 

3 at preparing evaluation 

- uruts 

3.1 techrucal records. still photos, charts. data forms. 
plans. report Inclosures. survey data, etc. used as a 

- data base for preparing reports 

4 station, system, and special evaluation reports at Sites and momtonng destroy on inactivation, or 
headquarters when superseded by new 

report whichever IS sooner 

5 ground radar sta- continuous evaluation original reports destroy I year after end of the 

non reports year In winch last entry IS 

- made 

6 reports consohdated In command penodic reports destroy 3 months after end of 
reoort oenod. 

ITABLE 100-6 1 
IC-E E UIPMENT NOMENCLATURE E UIPMENT RECORDS AND ENVIRONMENT FILES 

R ABC D 

U 
L If the records 
E are or pertain to consisting of which are then 

1	 equipment nomen- form records of new assignments of electromc equip- destroy when superseded or 
clature cards ment and com onents obsolete 

airborne equipment	 work statements, letters, messages. engmeenng and destroy 2 years after equip-
records	 mstallation plans, reports, charts. studies, directives, ment IS dropped from inven-

budgetary estimates, proposals. reviews, and field test tory, or project IS inactivat-
of e UI ment ed whichever IS sooner 

2 
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I ITABLE 100-6 CONTINUED 

R A B C D
 

U
 

L If the records
 

E are or pertain to consisting of which are then
 

3 environment files	 forms and related records created mordent to report- destroy 6 months after
 
mg to the Electromagnetic Compatabiltty AnalYSIS receipt of updated pnntouts
 
Center (ECAC) the mstallanon of new fixed. pre-
viously unreported. and dismantled or removed C-E
 
equipment


f--
3.1	 machine pnntouts which provide selected mformatron destroy upon receipt and ver-

extracted from electroruc equipment data forms for ificanon
 

each urut of eawoment
 

4 intrabase radio rec-	 mtrabase radio records. and copy of equipment war- used to record lustoncal destroy upon expiration of 
ord ranty when applicable	 contract mamtenance and warranty (EXCEPTION 

cost/warranty data for hold the Intrabase Radio 
government owned intra- Documentation forms until 
base radios under warranty the radio IS deleted from the 

mventorv, then destroy) 

5 (RESERVED) 

Table 100-7, Communications Security (COMSEC) Sysetms and Accountability Records, has been renumbered TABLE 
56-1. 

I ITABLE 100-3 

ICOMMUNICATIONS SECURITY (COMSECl POLICY PLANS REPORTS COLLATERAL DATA 

R A B C D
 

U
 

L If the records
 
E are or pertain to consisting of which are then
 

1 COMSEC surveil- COMSEC Surveillance Report (CSSR) at HQ ESC COMSEC retire to the ESC Special In-

lance records OPR telhgence Central Repository
 

as permanent (see note)
 f---
2	 at AF Cryptologic Sup- destroy after 2 years (EX-

port Center (AFCSC) and CEPTION destroy cancelled
 

COMSEC uruts projects after I year)
 

3 interim reports	 reports (status. intenm, message. advisory) that pro- at HQ ESC and COM-

Vide timely informanon and/or recommendations con- SEC uruts
 
cermng COMSEC acnvmes, COMSEC mission
 

guides, and related correspondence
r--
4	 at uruts other than rule 3 destroy after 1 year 

5 report background drafts. selected page prints, mission logs. traffic sum- at COM SEC units destroy 90 days after publica-

file manes. and related data that reflect the analytic back- non of hard copy reports
 

~ound of oubhshed reports
 

6 collateral data reference pubhcanons, digests, diagrams. summaries, destroy when superseded,
 
and related data obsolete, or when no longer
 

needed whichever IS sooner
 

7 transcnpts and recorded telephone conversations and transcnpts at ESC COM SEC uruts destroy 90 days after publica-

recordings thereof non of associated COMSEC
 

surveillance reoorts
 

8	 COM SEC surveil- correspondence of requested services, proposed proj- destroy 2 years after action IS 

lance services ects, or other pIanrung data which are not accounted completed. or when It IS de-
for by a COMSEC project designator	 termmed no further action IS 

required (Note' On assign-
ment of a COMSEC project 
designator. refile according to 
rule 1 or 2 as anohcable) 
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ITABLE 100-8 CONTINUED I 
R A B C D 
U 
L If the records 

E are or pertain to censisttng of which are then 

9	 national COMSEC/ copies of background material to directives, plans, at HQ ESC OPR and destroy when superseded, ob-
EMSEC pohcy, and memoranda Issued by NSC, NCSC, JCS, and AFCSC solete, or no longer needed 
guidance, and plan- copies of related correspondence and records 

run/!: 

10 annual COMSEC reports prepared and subnutted according to APR at HQ USAF and ortgi- destroy after 2 years, or when
 
status report 1()()-45 natmg MAJCOMs no longer needed, whichever
 

IS later
 -
11 at AFSCS destroy 2 years after prepara-

non of biennial report 

12 bienmal status re- at HQ USAF destroy 2 years after receipt 

- port of next brennial renort 

13 at APCSC destroy 2 years after prepara-
tion of next bienrual report. 

14	 commumcations records showmg accomphshment of CSEP objecnves destroy after 2 years
 

security education mcludmg mspecnons (other than 10), documents on
 

program (CSEP) bnefings and films shown, personnel attendance, se-
cuntv tests and scores and status reports 

NOTE ESC has been designated the office of record for records of longtime retention value Records appraised as permanent will be offered to 

the National Archives when sensrtivtty and classification no longer prevent their use for purposes or historical and other research 

Table 100-9, Tempest Policy Planning and Engineering Technical and Analysis Records, has been renumbered TABLE 
56-2. 

ITABLE 100-10 I 
I MILITARY AFFILIATE RADIO SYSTEM (MARS) 

R A B C D 

U 

L If the records are 

E or pertain to conslsttng of which are then 

1	 apphcation for mem- at HQ AFCC, MARS destroy on each renewal or I year 
bership	 Director, and area/region after terrmnanon of membership 

MARS Dtrectors exercising 
approval authontv~ 

2 at MARS stations destroy on termination of member-

shl]l
 

3 (RESERVED)
 

4 station certificates at MARS station members	 return to the cancelhng authority for
 
destruction upon cancellation of
 
membershm
 

5 Identification cards	 return to the issuing authonty for
 
destruction upon cancellation of
 
membersh~
r--

6 destroy old card when superseded.
 

7 MARS personnel no- forms of assignments, change of status, destroy on reassignment or terrmna-
ttficatlon transfer or termmatton of membershm non of membershm
 

8 Air National Ouard/ summanes of weekend ANGIUSAFR unit destroy after 3 months
 

United States Air training data
 

Force Reserves
 
(ANOIUSAFR) high
 
frequency (HF) radio
 
traming participanon
 

data
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I TABLE 100-10 CONTINUED 

R A B C D 
U 
L If the records are 

E or pertain to consisting of which are then 

9	 MARS repeater apph- irunal apphcanons for authority to operate a destroy I year after completion of 
calion and registranon MARS repeater, and for annual regrstration annual registrauon 
records 

10 MARS member station forms and related records used for assigmng destroy when mformanon IS tran-
questionnaires a stanon to the component (traffic system, scnbed on cards or tapes
 

base support, etc) most needed
 

11	 destroy when superseded, when 
member IS transferred or when 

memberslup IS termmated, whichever 
IS sooner If not transcnbed to data 
cards or rnagnetic tape 

U memberslup system destroy when superseded or
 
data cards obsolete
 

13 membership system destroy when obsolete or after I
 
prmtout Ivear wluchever IS sooner
 

14 MARS messages at MARS stations destroy after 3 months
 

15 operations records	 MARS circurt log and traffic files, mcludmg
 

message receipts, cancellations, undehvered
 
messages etc
 

16 MARS quarterly acnv- hours of MARS memberslup parncipanon destroy after I year
 
ltv reoort
 

17 appointment of base letters of appointment or special orders destroy upon change of base MARS
 
MARS DIrector DIrector
 

18
 

tbru (RESERVED)
 
21
 

22 MARS broadcast destroy after 6 months
 

23 responsibihty of base station task hst destroy when superseded or
 
MARS station obsolete
 

24 MARS property	 records of MARS property acquired under at mstallanon MARS destroy 3 years after end of calendar
 
excess/surplus property program that per- DIrector and Central year m which transaction occurred
 
tam to the requisition. internal redistri- Inventory Control
 
bunon, canrubahzatron, removal from for- Point (MARS Ware-
mal accountabihty or return of MARS house)
 
property to government surplus property
 

redrstnbunon azencv
 

25 MARS property shipping records, receipts, stock balance	 destroy 3 years after end of calendar 
accountabrhty	 cards, hand receipts, etc that show where year m which formal MARS ac-

property in MARS IS presently located and countabihty of the property IS dis-
where custodial responsibrhty IS placed contmued 

26 (RESERVED) 

I TABLE 100-11 I 
ICE- OPERATIONS SYSTEM AND FACILITY EVALUATION RECORDS 

R A B C D 
U 
L If the records 

E are or pertain to consisting of winch are then 

1	 AF studies and re- studies resulting in the irunanon, revrsion, or de- at major subordinate com- destroy 3 years after all actions 
lated records lenon of a C-E operations, system, or facihty mands and above	 have been completed, study has 

been cancelled or when no longer 
needed-

(RESERVED)
 

(RESERVED)
 
-.L 
--L 
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ITABLE 100-11 CONTINUED I 
R A B C
 
U
 
L U the records
 
E are or pertain to consisting of which are
 

4	 below major subordmate 

commands 

5	 Defense Commuru- COpies of DCA operational evaluation reports of at HQ USAF and
 
cations Agency AF-operated DCA commumcaticns stations, With MAlCOMs
 
(DCA) evaluation related correspondence
 

reports
I--
6	 at major subordinate com-

mands and below 

I-TABLE 100-12 I 
ICOMMUNICATIONS SERVICE LEASING RECORDS I 

R A B 
U 
L U the records 
E are or pertain to consISting of 

1 Defense Commer- lnstoncal records mcludmg commercial commuruca-
cial Commuruca- nons work order; telecommumcanons service request 
nons Office (TSR), telecommunicanons service order (TSO); 
(DECCO) - leased modified use of leased commumcanons facilities, sum-
crrcuits and equip- mary of authonzed eqwpment and services, mdrvidual 
ment telephone service record, commumcanons service 

authonzanon (CSA); letters of military necessity, 
traffic and feasibility studtes and surveys; electromc 
data processed commumcanons service authorizauons 

(EDP-CSA), eqwpment order; request for commuru-
cations service; and other pertinent records or 
correspondenceI--

2 

r--
3 

4	 locally-leased cir- historical records including CSAs, TSRs, TSOs, 
cwts and eqwpment	 modified use of leased commumcanon facilities, eqwp-

ment order, local commumcanons service request; 
summary of authonzed eqwpment and services, local 
commumcanons service order; mdividual telephone 

service record, letters of military necessity, traffic and 
feasibihty studies and surveys, request for commuruca-
nons services, and other pertinent records and 

correspondenceI--
5 

I--
6 

7 local commumca-
nons 

8 review and rev all- Justification records, reports, and other related records 

dation of existing 

leased services 

C 

which are 

at the telecommurucatlons 

certification office (TCO) 
and AFCC base commuru-
cations office 

at other than acnvines 

covered m rule I 

disapproved requests at 
any level 

at AIr Force contractmg 

offices 

office COpies at all other 
locations except Federal 
Republic of Germany 

at units located in Federal 
Republic of Germany 

urut morutonng customer 

D 

then 

destroy after I year or when no 
lon~er needed whichever IS later 

destroy 2 years after required 
actions are either completed or 
have become part of an approved 

HO USAFIMAlCOM oroaram. 

destroy I year after required 
actions are either completed or 
have become part of an approved 
HQ USAFIMAJCOM program 

D 

then 

destroy 6 months after service 

IS discontinued, provided any 
corrective action required by 

audtt IuJS been accomplished 
(Exception: destroy CSAs 

after venficanon of recapitula-
non action). 

destroy when mdivtdual ser-
vice IS dtscontmued. 

destroy after 90 days 

see table 70-1 

destroy 6 months after service 
IS discontinued, (Excepnon-
destroy CSAs after 
venficanon of recapitulation 
action) (see note) 

destroy I year after service IS 

discontmued provided any 

corrective action reqwred by 
audit has been accomohshed 

see table II-I, rule II. 

destroy I year after being 
superseded by a later review 

or revahdanon, 
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I TABLE 10(}-12 CONTINUED 

R A B C D 

U 

L If the records 

E are or pertain to consisting of which are then 

9 adrmrustratrve sup-	 transitory records such as recumng Issues of com- destroy when superseded or 
port	 mercial companies pncmg sheets tanffs, recurnng upon receipt of current ISSUes 

reports from Defense Communications Agency 

(DCA), DECCO, etc, and other penshable data or 
mformatron 

°NOTE AF Form 1070 may be destroyed after completion of installation However, before destroying, ensure appropnate mformanon IS 

Included on AF Fonn 1077 

I ITABLE 1OG-13 

I TELEPHONE AND TELEGRAPH SERVICES AND C-E FACILITIES ACCOUNTING RECORDS 

R A B C D 

U 

L If the records are 

E or pertain to consistIng of winch are then 

1 unofficial telegraph	 telegraph company standard fonns, includmg record of destroy 6 months after cutoff 
services	 message dehvenes, mcommg money orders, registers of
 

money order drafts ISSUed and VOided. money order
 
apphcanons, prenumbered receipts to senders of money
 

orders and related records
-
2	 dally cash record (telegraph), cash collection voucher. destroy I year and I month after
 

monthly bills for unofficial telegraph messages, telegraph- close of the FY In which final
 
IC money orders, pubhc vouchers for purchases and ser- payment was made, provided
 

VICes other than personal, and related records there are no outstanding discrep-
ancies for winch corrective ac-
non has been prescnbed by HQ 

AFAFC 

·3 telephone toll calls toll tickets and reports of authonzed calls (AF Form	 destroy when no longer needed 

1072)	 (EXCEPTION destroy toll tick-
ets 6 months after they have been 

used for checking telephone com-
pany bills or lists of authonzed 
calls) 

4	 telephone, tele- vouchers (except toll tickets, see rule 3), with all back- destroy after 2 years
 

graph, telautograph ground matenal
 
and nontacncal
 
radio accounting
 

records
 

5	 telephone direc- record set of each pubhshed directory, With all back- at ISSUing activities destroy when superseded or
 
tones ground matenal obsolete
r--

6	 consolidated card deck or manuscnpt from which direc-
tory IS compiled, and cards or manuscnpt pertammg to
 

snecific persons or actrvrnes
 

°7 JRESER YEO)
 

8 telephone and tele- fonns of commumcations service authonzanons and re- destroy I year after cancellation
 

graph credit cards lated correspondence requesting the ISSuance or cancella-
non of credit cards
-

9 credit cards	 send cancelled card to the acnv-
ity uutianng the commumcatron
 

service authonzation for trans-
mission to commercial comoanv
 

10 operations control performance evaluations, station activity records. report destroy after 3 months
 

records of customer complamts and mqumes, traffic samples and
 

records of trouble reoorts
 

11 confidentiality state- statements Signed by telephone operators that they are destroy I year after termmation
 

ment acquamted with the confidential nature of their work of duty as switchboard ooerator
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ITABLE 100-14 I 
I TELECOMMUNICATIONS CENTER/COMMUNICATIONS TERMINAL1 (TRm) OPERATIONS 

R A B C D 
U 

L If the records 
E we or pertain to eonsisnng of which are then 

1 messages ongmated originator's message copy and hard page copy of trans- destroy after I month (EXCEP-
nutted message nON automated TCCs, destroy 

after 10 days, provided history 
taQes eXist) (see notes I 2) 

1.1 message history Iustory tapes of origmated and received messages degauss after I month 
taoes 

2 header card data data pertment to data pattern massages, mcludmg data destroy after I month (magnetic 
message forms, but excluding message text tapes will be returned to ongi-

nator for reuse) (see notes I, 2) 
3 header/end of trans- pnntout records perttnent to MTTS message traffic 

rmssion 

4 messages received hard page COpies, header card data, and Journal pnntout 
records of received messages 

5 multipomt circurt hard page COpies of messages received on mulnpomt cir- destroy after 24 hours, provided 
messages CUlts not for that station adequate control records are 

mamtamed 

6 paQl:r tapes paper tape used for message transmrssion 

7 text of data pattern destroy after 10 days (see notes I, 
messages 3) 

7.1 magnetic tape reels recorded messages received from origmator return to ongmator after 10 days 
(EXCEPTION If sufficient tape 
reels are not available, retention 

penod may be reduced to 72 
hours) (see note 1) 

8 operational control logs (service, CirCUIt status, intercept, service message, on destroy after I month (see note 
records line/off lme work request control, lugh precedence rnes- 4) 

sage), messages (high precedence, service, service inter-
rupnon), message registers, records on multiple and book 

messages processed, number sheets (operator, circuit, 
message and channel), reports (performance, equipment 
performance, interface/trouble, auxiliary hne equipment), 
mamtenance work orders, magnetic tape library mven-
tones shift sunervrsor checklists and smular records 

9 TCC performance records on channel loads, speed of service reports, master destroy after 6 months 

records station logs, frequency logs, dally load reports, dally 

traffic figures, traffic analysis records, recovery records, 
and Similar records 

9.1 alternate routing! alternate routing plans, routing indicator hsnngs, channel destroy when superseded or no 
channel oarameter oarameter hsnnzs. and srmilar records longer needed wluchever IS later 

*10 COMSEC crypto- see table 56-I, rule 24 

gnmluc r~ter 

11 crypto system con- encrypted traffic reports of certain mcommg and out- at HQ ESC destroy on receipt of AF encryp-

- trol records going messages ted volume summary 

U at other than HQ destroy after 6 months 

ESC 

*13 general messages hard page copy of message addressed to and retamed by destroy when superseded or can-
addressed to TCC commurucanons center, e g , JAFPUBs, DCSRELSTA, celled by issumg authonty 

ALMILACTs etc 

14 general messages hard page COpies retained by ongmatmgltransuuttmg destroy after I month (see note 
originated commurucanons centers 2) 

*15 customer agency hard page COpies retained by the receiving commuruca-
general messages nons centers on which they are not an addressee, but 

wluch are used to provide distribution to customer 
agencres/acnvines served, e g , ALPERS COM, 
ALSAFECOM ALAFCOM etc 

\') 
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ITABLEI~14 CONTUVUED 

R A	 B C D 

U
 
L If the records
 

E are or pertain to consisting of which are then
 

16	 general message destroy after 1 year or after last 
record message on a page IS superseded 

or cancelled, whichever IS later 
I(see note 5) 

17	 tracer action case messages and related correspondence pertaining to all destroy I year after case IS
 

files actions taken to trace message closed
 

18	 magnetic tape h. magnetic tapes not covered elsewhere In this table telecommumcanons see table 100-16
 

brary doeumenta- centers
 

tlon
 

NOTES 
Header and text information Will be retamed beyond the specified penods for completion of tracer actions or other mvesngatrve actions on 

hand 
2 In certain Justified Instances, the retention of hard COpies of narrative messages may be extended to not longer than 3 months based upon opera-
tional considerations as determmed by the loeal commander 
3 When space lurutanons preclude l()-,day retention, the retennon penod may be reduced to not less than 72 hours for specified termmals by serv-
Ice agencies provrdmg that magnetic tape data pattern formatted messages transmitted by circuit SWitch, and data pattern messages winch contain a 

master data base that IS updated on a daily basis can be made available by the ongmator or retransmission purposes 
4 Dual purpose forms used as an mtegral message register may be destroyed after I month. However, when the form IS used as a message traffic 

receipt (accountabihty record) between recipient, the telecommurucanons center and/or commumcanons terminal, then the fonn must be retained 

for 2 years per table 205-1 
5 General message record may be filed in the same folder(s) as the related messages In such instances, apply procedures II! AFR 12-20 

I TABLE 1~15 

ELECTRONIC WARFARE (EW) SYSTEMS 

R A B C D
 

U
 
L If the records
 

E are or pertain to consisting of which are then
 

I	 status and loca- EW pod reports at HQ USAF destroy after I year or when
 

non ofeqwp- no longer needed, whichever
 
ment IS sooner
 f--

,..L atWR-ALC destroy after 2 years 

3 at MAJCOMs and below	 destroy when no longer
 
needed
 

4 EW projects	 case/project lustory such as letters, messages, drafts, at HQ USAF/MAJCOMs/ retire as permanent (EXCEP-
special Studies, reports from vanous mrhtary and civil- major subordinate commands TION pubhshed matenal m
 

Ian concerns, maps, charts and other matenals relating files ongmated by other agen-
to specialized subjects/equipment concerning EW cies and winch IS readily
 

available within DOD may be 

destroyed when purpose has 
been served) (see note) 

NOTE. If apphcable, Include a hst m the case file of records used and removed from file on retirement. 

ITABLE 1~16 I 
I AUTODIN SWITCHING CENTER OPERATIONS 

R A B C D
 

U
 
L If the records
 

E are or pertain to consisting of which are then
 

I	 master station, eqwp- at automauc SWitching cen- destroy 5 months after
 
ment outage, and con- ters, semiautomanc, manual monthly cutoff
 
figuration logs relay centers, and automatic
 

digital weather switches 
(ADWS) 
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ITABLE 106-16 CONTINUED I 
R A B C D 
U 
L If the records are 
E or pertain to consisnng of which are then 

2 recovery records destroy after 3 months 

3 operations control rec- crrcuit status logs, mtercept logs, alternate destroy after I month 
ords rouung records, service messages and logs, on-

Ime/olf-Ime work request control logs, mag-
netic tape library mventones, shift supervisor 
checklists, high precedence message logs, mes-
sage and channel number sheets, circuit 
number sheets and snmlar records 

4 routmg plana/indica- alternate routmg plans, routing mdicator list- destroy when superseded or 
tor/channel hsnngs mgs, channel parameter listings, and other SlUl1- no longer needed 

lar records 

5 service mterruptIon! service mterruption messages, auxihary line destroy after 4 months 

auxiharv records equipment reports and related records 

6 message transmission at setmautomatrc and manual destroy after 31 days 

morutor tapes relay centers 

7 magnetic tape library at automatic switchmg cen- destroy after I3 months 

purge/transaction rec- ters, ADWS and telecommun-
ords icanons centers 

8 tape labels destroy on purge of related 
tape 

9 magnetic tape library destroy after related tape IS 

perpetual history removed from inventory (see 

note :D 
10 tape failure report destroy after 3 months 

} 11 

12 

hrstory/magnetic 

loz 

history 'A" tape 

tape destroy 

destroy 

after 

after 

2 months 

31 days, or when 
no longer needed, whichever 
IS later 

13 history "B' tape destroy after II days, or when 

no longer needed, whichever 
IS later~ee note )) 

14 overflow (OVF), mter- purge after read m 

cept (IC) and retneval 
tapes . 

15 program library tapes hold current and last pre-
(PL T) or house oper- cedmg tapes (see note 2) 
atmg (HOP) tapes 

16 work tapes purge when Job IS completed 

17 header extract tapes purge after analysis IS com-
pleted 

18 history tapes of trans- at ADWS purge after 15 days 

rmtted messages 

19 line save tapes purge after 15 days or when 

no longer needed, whichever 
IS sooner 

20 mterlace/suspected records pertment to invesnganons regardmg at automatic switchmg centers destroy I year after case IS 

mterlace case files the occurrence of mterlace or suspected inter- closed 

lace messages 

21 general messages tape file mamtamed for retransmission QU~oses at manual relay centers Ipurge after 14 days 

22 general message card card deck of hard page COpies which are at automatic switching destroy when superseded or 
deck addressee, e g , Joint Army-Air Force Publica- centers, semiautomatic, and cancelled by the issumg au-

nons (lAFPUBs), Defense Commumcations manual relay centers thonty 
Systems Relay Stations (DCRELST As), etc 
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ITABLE 100-16 CONTINUED 

R A B C D
 

U
 
L If the records are
 

E or pertain to constsdng of which are then
 

23 general message log	 destroy after all general mes-
sages for the calendar year
 
have been cancelled or super-
sededisee note 4)
 

24 tracer action case files	 records of all actions taken to trace messages destroy I year after case IS
 

and related logs closed
 

25	 mom tor printer and message traffic, magnetic tape and penpheral at automatic swrtching destroy after I month 

high speed pnnter out- device pnntouts, system, cumulative block centers and semiautomatic , 
put products error count (CBEC), contingency alternate relay centers I

I 

routmg program (CARP)	 and configuration I
statistics and similar computer products
 

26 tnbutary files an mdrvidual file for each connected tnbutary at automatic switchmg destroy I year after tnbutary
 

contatrung telecommumcanons service requests centers, sermautomanc and deactivation.
 
(TSRs), telecommunicanons service orders manual relay centers, and
 

(TSOS), and other correspondence related to ADWS
 

acnvanon, deactivation, and changes to the
 

tnbutary operation, circuit and equipment, data
 

related to message traffic operation, CIrCUlt and
 

eoumment problems and other sirmlar records
 

27 communicanons oper- destroy after I year
 
anons (COMOPs) sum-

manes
 

NOTES 
I Retain for 30 days plus current day If Iustory • A' tape IS bad 

2. Older tapes may be retained until no longer needed 

3 Tlus form Will be destroyed after 2 years when used as a record of destruction as outhned m AFR 205-25 
4 These logs may be filed in the same folder(s) as the related general messages In this instance, procedures prescnbed in AFR 12-20 apply 

ITABLE 100-17 I 
ITECHNICAL CONTROL FUNCTIONS 

R A B C D 

U 

L If the records 

E are or pertain to consisting of which are then 

1	 CIrCUlt, trunk, records pertammg to the acnvation, reconfiguranon or at termmal stations and destroy when superseded or
 
hnk, route or deacnvation, nunal test and acceptance data, technical other designated control 6 months after deacnvanon
 

system Iustory evaluation program reports(TEP), out-of-service quahty stations (CCO, FCO, etc) whichever IS sooner, except
 
control test records, to include spare channel test results, quality control test records 

analysis products, and other related historical matenal which will be destroyed 

when replaced With the next 

f--- like test record (see note I) 

1.1	 at other than termmal sta- destroy after I month
 
tions and designated con-
trol facihtres
 

2 techmcal control quahty control test schedules, reportmg guides, err-	 destroy when superseded 
operations	 curt/trunk directories, DCA engmeermg drawings,
 

systems/circuit layout diagrams/records, fault isolation
 
charts/diagrams and related products
-

3	 master station logs, master clock logs, operational direc- destroy after II months
 
non/coordmanon messages (ODMs/OCMs), record of
 
H F fre~uencv use/chanzes and related products
 

4 outage outage/restoration records, work orders, equipment test
 
records outage summanes and related records
 

5 performance performance morutonng worksheets, tactical performance destroy after I month
 

worksheets assessment worksheets, m-service Q C tesnng work-
sheets and other related worksheets
 

6 status reports reports on status of systems circuits and ecumment destroy after I month
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ITABLE 100-17. CONTINUED I 
R A B C D 
U 
L If the records 
E are or pertain to consistmg of which are then 

7 general messages messages addressed to and retained by the TCF 

DEFSTAsIDINSTAs etc 

8 general message record or log used to record receipt of destroy when the last message 
general messages on a page IS superseded or 

cancelled or when ail current 
entries are transcnbed to a 
new page, whichever IS 

NOTES 

lOut of service Q C testing records will be replaced WIth the next hke test, the current year's ANNUAL test results Will replace the previous 
year's ANNUAL test results and the current QUARTERLY test results will replace the results from the same QUARTER of the previous year 
2. Records Identified In rule 8 may be filed In the same folder(s) as the related general messages In this Instance, procedures In AFR 12-20, figure 
2-1, paragraph 2c apply 

ITABLE 100-18 I 
IDEPLOYMENT RECORDS 

R A B C D 
U 

L If the records are 
E or pertain to eonsisnng of which are then 

1 deployment of AFCC requests for deployment, mission directives, frag orders, destroy 2 years after mission 
mobile commumcanons MAlCOM validation messages, deployment directives, completion or when no longer 

- ) r--
2 

Units (mcludmg ANG) amendments and extensions to deployment directives, 
orders or reports, site surveys, post deployment summa-
nes, Similar records, and related correspondence perti-
nent to a specific mission 

at tasked Units 

needed, 

destroy 

whichever IS sooner 

4 years after mission 

completion or when no longer 
needed wluchever IS sooner 

3 deployment preparation Unit mobility plans, master checkhsts, and Similar corre- destroy when superseded, obso-
spondence accumulated In general preparation for de- lete, or no longer needed which-

~JQYment regardless of the soecific mrssion ever IS sooner 

4 deployment support any of the above records pertinent to deployments in destroy when no longer needed 
support of tests, maneuvers, war games and Similar ex- or after 2 years, whichever IS 
ercises sooner 

ITABLE 100-19 

IGOVERNMENT-oWNED TELEPHONE SERVICE RECORDS 

R A B C D 

U 

L If the records are 

E or pertain to consisting of which are then 

1 telephone/Wife com- records recordmg management, operation, and mamtenance destroy when mdrvidual serv-
municanons history of government-owned telephone and wtre communications Ice IS discontmued, or when 

records equipment. mcludmg telephone equipment line record, tele- superseded by new record 
phone equipment key systems record/worksheet, cable rec- card 
ord, telephone number assignment record, and related 
records mamtamed 10 accordance With TO 00-20-8 

2 telephone service, cable local commumcations service requests, service orders, and destroy one year after com-
and termmal transfer cable transfer worksheets used to record mformanon per- pletion of action 

records tment to cable and termmal transfers 

) 
3 

4 

telephone service 

nlamts 

history of battery 

Ice 

com-

serv-

telephone trouble logs used to record telephone 
plaints 

monthly storage battery service record 

service com- destroy 

destroy 

longer 

after I year 

when battery 

10 service 

IS no 

5 circuit layout and trou- records which record circuit layout and trouble reports for destroy one year after drs-
ble report records special circurts continuance of service 
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ITABLE 100-20 

ICOMMUNICATIONS-ELECTRONICS (C E) COMPUTER - PROGRAMMING 

R A B C D I 
U 

L If the records 

E are or pertain to consisting of which are then 

1 system case files	 authonzanon records, requirements, plans, schedules, at the OPR for tasked sys- upon disapproval or discontm-
contractual and procurement records, drawings, spe- terns from their imnanon uance of system, records will 
cificanons, photographs; technical progress summanes through design, develop- be condensed, noted and m-
and reports, technical VISits, conferences, evaluations, ment, tesnng and main- eluded in a system summary 

results and conclusions, technical documentary reports, tenance and forwarded to the pro-
management reports on design and development efforts grammmg center library De-
and engmeenng services, management task control num- stroy remammg docurnenta-
bers (MTCN) and related correspondence; operating tIon 

reports, e g , progress management and terminanon re-
ports containmg technical and related adrmmstranve, 
fiscal, personnel and logisncal informanon, notices of can-
cellanon and related correspondence, mcluding prelims-
nary and cntical design review project record books, for-
mal documentationf--

2 at programming center 11- destroy disapproved or dis-
branes continued system summanes 

after being held in library his-
toncal files for 5 years, or de-
stroy 5 years after deacnva-
non wluchever IS sooner 

3 support systems	 at supporting, parncipat- destroy when superseded, ob-
case file	 mg, testing or other ac- solete, or no longer needed, 

trvity not having pnme whichever IS later 
responsibrhty 

4	 management operung and closmg statements, related cost analysis, at the project management destroy 5 years after task c1os-
task control software requirements, studies and change requests office (PMO) or the config- mg 

records uration control office 
(CCO) 

5 computer prod-	 upon Implementation and ven-
ucts	 fication of the most current 

assembly (revision), hold two 

previous assemblies and asso-
crated records (three sequen-
tial assemblies and doc-
umentation) and purge or de-
strov all other data.f--

6 at programming center 11- destroy preVIOUSassemblies 

branes after being in hbrary Iustoncal 
files 5 years or destroy 5 years 

after deacnvation, wluchever 
IS sooner 

7 program emergency prograrnmmg actions, design control num-	 destroy when superseded, ob-
changes	 bers, program software control numbers, off-Ime design solete or no longer needed, 

changes, software patches, revisions, receipts, certifica- wluchever IS later 
nons and related expJanatorY and SUQllortive documents 

ITABLE 100-21 I 
IMEACONING INTERFERENCE JAMMING AND INTRUSION JD RECORDS 

R A B C D
 

U
 
L If the records are
 
E or pertain to consisting of which are then
 

1 meaconmg, mterfer- daily and weekly message/letter reports, reporting at action offices destroy when superseded, ob-
ence, jammmg;' and procedures, special and trend Studies, and related solete. or no longer needed, 
intrusron (MIJI) rec- reports whichever IS sooner 
ords 
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R A B C D 

U 
L U the records are
 
E or pertain to consisting of which are then
 

2 at subordinate umts	 destroy after 6 months, or
 
when no longer needed,
 
wluchever 15 sooner
 

MIJI quarterly	 record copy of quarterly summary of selected at pubhcanons branch at retire as permanent to ESC 

MUI mordents and their evaluation performed action agency Special Intelligence Central 
dunnz the past 3 months Repository (see note) 

f--
4 all other COpies destroy after 2 years, or when 

no longer needed, whichever 
15 sooner 

NOTE. ESC IS the office of record for records of longtime retention Records appraised as permanent will be offered to National Archives when 

sensitivity and classification no longer prevent their use for purposes of histortcal and other research. 

ITABLE 100-22 I 
IC-E MINUTEMAN COMMUNICATIONS CABLE AFFAIRS 

R A B C D
 

U
 
L U the records are
 

E or pertain to consisting of which are then
 

1	 Hardened Intersite mrtial requests generated by a utility/government agency at Cable Affairs Office destroy I year after de-

Cable Systems (HICS) to relocate, adjust, or cross a HICS easement, COpies of (CAO) In an AFCC lenon of the MIN-

project/ case files consent to cross cable easement Issued by the US Army squadron supporting a UTEMAN missile cable
 

Corps of Engineers, engmeenng drawings, specifications, MINUTEMAN stra- system at apphcable base, 
and cost estimates; requests for funding, letters of agree- tegtc missile wmg or when no longer 
ment between the USAF and other parnes, photos, needed, whichever 15 

sketches, and memoranda of telephone conversations sooner 
representing other parties, reimbursement billmg requests 

and payment received vouchers, miscellaneous memo-
randa and other correspondence associated With HICS 

relocanon/adiustment nroiect 

2	 tract, landowner/tenant records uruque to a particular tract number, associated 

files	 With an erosion project; copy of returned annual lan-
downer or tenant quesnonnaire/Ietter; copy of legal
 
instruments granting the USAF easement for mstallanon
 
of the HICS, invesnganons and settlement data regarding
 

land, property, or crop damage, erosion investigation
 

photographs, cost estimates, drawings, specifications,' con-
tract sohcuanon data, techmcal provisions, repair com-
plenon notices, and miscellaneous memoranda for the
 

record
 

105. Weather. Policies, procedures and techrucal guidance goverrung environmental services acnvines. These activi-
ties include ground/aenal weather observations and forecasts, chmatology, weather modification, high altitude den-
sity calculations, solar flare information, observations and forecasts of ionospheric disturbances, meteorological ser-
vices related to air pollution control, and the storage and retrieval of environmental data. (Aenal weather reconnais-
sance pilot and aircrew instructions are contained in the 55-senes.) 

I TABLE 105-1 I 
I OBSERVING RECORDS 

R A B C D -
U
 

) L U the records are
 

E or pertain to consisting of which are then
 

worksheets and records not mentioned elsewhere ID this table	 destroy when no longer needed1 
workcharts 
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ITABLEI0~1 CONTINUED 

R A 

U 

L If the records are 

E or pertain to 

2 surfacing observ-
mg records 

-
----L-

4 

-
5 

6	 upper au observ-
mg records 

7	 reconnaissance
 
records
-

8 

9	 space data 

-
10 

~ 
11 

-
12 

-
*13 

-
*13.1 

~ 
*13.2 

~ 
*13.3 

I--
*14 

'---

B 

consisting of 

ongmal weather observation forms 10 the possession of 
USAFETAC OL A, Asheville, NC 

duphcate station weather observation forms 

recorder charts such as transrrussometer rolls, wmd rolls, 
and baroaranh charts 

barometer compansons 

ongmal data m the possession of USAFET AC OL A, 
Asheville, NC 

adiabatic charts. RECCO forms. detailed eye center and 
supplemental vortex data messages 

all other reconnaissance data 

ongmal optical or radio solar patrol logs, solar optical 
patrol film, solar radio stnp charts, ionograms (traces/ 
films), nometer and radio SIDS charts and ionosphenc 
worksheets 

merged magnetic tapes of monthly digital data from 

SOONIRTSN observing Sites 

data such as magnetograms, magnetic data logs, work-
sheets. ongmal geomagnetic and other geophysical obser-
vauons that are interpretable Without reference to record-
mg equipment and/or of lastmg value 

ongmal data such as space SCientific geophysical observa-
nons from rockets and satellites 

Defense Meteorclogical Satellite Program (DMSP) 

satellite data not from DMSP 

C 

which are 

ongmal transparen-
cies received at AIr 
Force Global 
Weather Central 
(AFGWC) 

ongmal transparen-
cies received at 
Direct Readout 
Sites 

all unagery other 
than ongmal trans-
parencies 

preprocessed com-
puter produced 

tapes of mission 
sensor data (mclud-
mg Imagery) 

ongmal transparen-
cies received by 

Direct Readout 
Sites of NOAA 

High Resolution 
Picture Transrms-
sion (HRPT) data 

D 

then 

send to the Nanonal Chmatic 
Center after I month, or after 
precessing, whichever IS later 

destroy after 5 years 

destroy after I month or when no 
lonzer needed whichever IS later 

destroy when the aneroid barom-
eter to which they apply IS re-
lolaced 

send to the National Chmatic 

Center after I month, or after 
processing, wlnchever IS later 

destroy after 3 months or when 
no longer needed, wlnchever IS 

later 

send to the National Geophysical 
Solar+Terrestrial Data Center 
after 90 days 

send to the National Geophysical 
Solar- Terrestnal Data Center 
after 180 days 

send to the National Geophysical 
Solar- Terrestnal Data Center 
after I month, or after process-
ina, wluchever IS later 

send to the National Space SCI-
ences Data Center after I month, 
or after processing, wlnchever IS 

later 

transfer to National Oceano-
grapluc and Atmosphenc 

Admmrstration (NOAA) after 
week. 

transfer to NOAA after 90 days 

destroy after 15 days (see note) 

transfer to NOAA after I week 

transfer to NOAA after 90 days 

I 
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ITABLE 105-1 CONTINUED I 
R A B C D
 
U
 
L If the records are
 

E or pertain to consistmg of whrch are then
 

-14.1	 ongmal transparen- destroy after IS days (see note)
 
cies other than
 

NOAA HRPT
 

received at DIrect
 
Readout Sites. and
 

all other imazerv
 c---
-14.2 selected data used for special studres./trammg destroy when no longer needed 

'(see note) -
15 DMKP special sensor data magnetic tape from iono- send to the National Geophysical 

spheric sensors Solar- Terrestnal Data Center 
after I week-

16 magnetic tape from atmosphenc sensors	 send to the National Chmatic
 

Center after I week
 

17 weather radar	 original radar log produced by stations on the US Basic send to the National Climatic
 
Weather Network and those that support the National Center after I month
 

Humcane Plan
-
duplicates	 destroy after I month~ 
radar logs produced bv other stations-1L 

20 radar scope photographs of tropical storms	 send to the National Chmatic
 

Center when local purpose has
 

been served
-
21 radar performance logs	 destroy when no longer needed 

22 weather equip- outage logs destroy when no longer needed. 
ment or after 3 months. whichever IS 

later 

NOTE All film/paper contammg silver which IS to be destroyed will be transferred to the local base photo lab for Silver extraction (reference 
APR 400(14) 

ITABLE 105-2 

IFORECASTING RECORDS AND CHARTS 

R A B C D
 

U
 

L If the records are
 

E or pertain to consisting of which are then
 

1	 worksheets and records not mentioned elsewhere in this table destroy when no longer needed
 

workcharts
 

2	 written, pictortal, or termmal forecast worksheets tune cross-sections, weather destroy after 3 months. or when
 

magnetic tape fore- warrung and advisory logs. fught weather bnefing forms. no longer needed. whichever IS
 

casts fhmsies. folder briefing logs and Similar records later
 

3 charts hand- prepared. recorded. or microfilmed meteorological destroy facsimile after 45 days. or 
or astrophysical prognosis and analysis charts when no longer needed. which-

ever IS later 
t--

4	 destroy locally after I month or
 
when no longer needed. which-
ever IS later
 

f---
at Det II 2WS destroy after I year~ 

6 meteorological or astrophysical charts designated by	 send to National Climatic Center 
A WS for rmcrofilmmg or use in special studies	 or National Geophysical Solar-

Terrestnal Data Center. as appro-
pnate, after I month or when no 

longer needed whichever IS later 
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ITABLE 105-3 I 
IELEcrRICALLY TRANSMITTED DATA RECORDS 

R A B C D 

U 

L	 If the records are or 
E	 pertain to consisting of which are then 

1	 teletype hard copy or destroy after 15 days or when no 

magnetic tape data collec- longer needed, wluchever IS later 
nons 

2 facsimile charts 

3 AFGWC COpies of tele- destroy after 5 days 

type data from Carswell 
ADWS 

4 commumcanons service outage logs destroy after 3 months or when 

records no longer needed, wluchever IS 

later 

5 commumcanons data re- destroy when superseded 

mrements 

ITABLE 105-4 I 
I OTHER WEATHER RECORDS 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

1 local dissemmation autownter rolls and dissemmanon logs destroy when no longer needed, 
or after I month, whichever IS 

later 

-L pilot reports forms and PMSV lozs destrov after 1 month. 

3 AlREP 10,ltS destroy when no longer needed 

4 environmental techm- onginal collectron reports, papers, notes, evaluations, send ongmals to the National 
cal studies, published conclusions, rules, etc Chmauc Center when no longer 

,....- or unpublished needed. 

5 destroy duplicates when super-
seded, obsolete, or no longer 

f-- needed 

~ comoutenzed summanes of environmental data 

i.z, worksheets com~uter d~ta, workcharts or other data destr~ when no lonaer needed 

8 source matenal transfer/destroy WIth ongmal 
copy of related environmental 

>-- study (rules 4 and 5) 
4) records pertammg to the location, acquismon, or use of destroy when obsolete 

sources of environmental data 

10 weather modificanon logs, reports and similar records destroy after 5xears 

11 evaluation program quality control registers and summanes, and locally or destroy after I year or when no 

records centrally produced operational evaluation data longer needed wluchever IS later 

110. Judge Advocate General. These tables cover records pertaming to decisions, opmions and policies concerning 
the substantive and procedural laws and directives applicable to civil law and military affairs; legal requirements, poh-
cies and procedures involved in administering AF procurement and contracts; legal assistance for mihtary personnel 
and their dependents, policies and procedures relative to patents, taxation, legislation and hngation involving the AF. 
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I TABLE 110-1 

I LEGAL ADMINISTRATION 

R A 
U 

L If the records are or 
E pertain to 

personnel data on 

Judge advocates 
1 

f----
1.1 

2	 legal opimons 

-3 

-
4 

5	 Board of Review De-
cisions (BROs)-

6 

7	 card Indexes 

-
8 

9	 digest cards 

10	 legal assistance
 
admuustration
 

10.1	 annual reports of
 
legal assistance
-

10.2 

11	 legal assistance cases 

12	 witness files 

13	 release of information 

14	 tax and htiganon 

-
15 

-

B 

eonslstmg of 

educational background and bar quahficatron data 

on professional officer-lawyers serving as Judge-
advocates 

opmions establishing precedent 

information copies 

emmons based on precedent	 opuuons 

special collections of BROs In tnals by court-
martial 

extra copy collections 

locator and/or cross references, including digest 
cards used for this purpose 

summary or digest of information con tamed in legal 
opiruons and review board decrsions not used for 
dual purpose of locator and/or cross-reference for 
permanent records 

mstruction and direction letters, reference files, and 

other records relating to admmistratton of the legal 
assistance program 

statistical mformauon regarding the legal assistance 

program 

case files, mcludmg legal and other records pertam-
ing to mdividuals consulting legal assistance 
officers, personal papers for individuals who cannot 
be located 

letters of authonzanon for personnel to appear as 

witnesses In CIVIlswts and correspondence which 

do not become part of a case file 

records accumulated in requestmg and obtaimng 

release of AF mformauon for use in CIVll couns or 
tnbunals 

records accumulated incident to litigation arising 
out of tax disputes, legal actions involving the AF, 
Its personnel, or contractors, and adrmrustrauve 
proceedings, mvesuganve reports, and legal proc-
essmg affecting accomplishment of the AF mission 

C	 D 

which	 are then 

at HQ USAF	 destroy 3 years after individ-
uaI has separated or when no 
longer needed, whichever IS 

sooner 

at other than HQ USAF	 destroy after mdividual has 
separated or departed PCS 

at origmanng offices (rec-	 retire as permanen t after 
ord COPIes)	 reference requirements have 

been satisfied (see note 3) 

destroy when no longer 
needed 

at HQ USAF (record	 renre as permanent 
COPIes) 

destroy after 2 years or when 
no longer needed, wluchever 
IS later 

used to cover permanent	 renre WIth records to which 
records	 they pertain 

used to cover other than	 destroy when records they 
permanent records	 cover are superseded or des-

troved 

destroy when records they 

cover are superseded, 
obsolete or destroyed 

destroy when no longer 
needed 

at HQ USAF	 retire as permanent (see note 
5 ) 

at other than HQ USAF	 destroy after 2 years or when 

no longer needed, whichever 
IS sooner 

destroy when case IS closed 
(see note 1) 

destroy	 after 3 years 

destroy	 after 5 years 

they become part of chums 

case file If they pertam to lin-
ganon	 concermng a hospital 
recovery claim (see table 
112-1) 

at HQ USAF/JACL and	 retire as permanent, together 
JACI	 WIth related cross-reference 

index 
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I TABLE 110-1 CONTINUED 

R A B 

U 
L If the records are 

E or pertain to consisting of 

16 

-
17 reports of legal process submitted under AFR 

110-24 (except hospital recover chums, see table 

f---- 112-1, rule 15) 

18 

19 legislative records	 drafts of proposed legislation, legislation already 
introduced in Congress, and Executive Orders, 
With supportmg memoranda and comments reflect-
109 the AF position on legal sufficiency and effect, 
and card indexes theretof----

20 

21 tnals of US personnel	 reports on exercise of cnmmal junsdrcuon by 

10 foreign countnes	 foreign tnbunals over US personnel, all inclosures 

and accompanying records, reports of personnel 
confined m foreign penal msntunons, and other 
comparable reports and supporting documents sub-
nutted to HQ USAF and DOD concermng the 

exercise of foreign cnmmal junsdicnon over AF 

military personnel, civilian personnel serving With, 
employed by, or accompanymg the AF who are 

US nationals, and dependents of all such mihtary 

and crvihan personnelI--
22 

23 German Civil proc- correspondence which forwards to AF personnel 
esses C1vt1 processes served by German courts, and re-

ports the action taken thereonI--
24 

25 polmco-rmhtary mat-	 records concermng pohnco-mrhtary matters, such 
ters	 as negonanon and drafting of treaties and other 

agreements involving military considerations, mih-
tary nghts in foreign countnes, and mrhtary plan-
mng and pohcy aspects of national and inter-
national CIVUaviauon -

26 

f----
27 reports on Violations of the law of armed conflict 

f---
28 

29	 Article 138 (UCMJ) complaints, reports of inquiry, and actions of the 
complaints GCM authontyI--

30 

31	 pubhc dockets for correspondence between DOD elements and pub-
CAB mternanonal he and pnvate parties m CAB international cases 
cases 

AFR 12-50 

C 

which are 

at other than HQ USAF/ 
JACL and JACI 

at HQ USAFIJACL and 

JACI 

at other than HQ USAF/ 
JACL and JACI 

at SAFILL 

at other than SAF ILL 

at HQ USAF/JACI 

at other than HQ USAF / 
JACI 

at HQ	 USAFE 

at other than HQ USAFE 

at HQ USAF or 
MAJCOMs when acting as 
designated representative 

for DOD 

at HQ USAF 

at other than HQ USAF 

at HQ USAF/JACM 

at other than HQ USAF/ 
JACM 

at HQ MAC/JAO 

Vol II 30 October 1987 

D 

then 

destroy	 2 years after end of 
year 10 which case was 
closed 

retire as permanent, together 
With related cross-reference 
index 

destroy	 2 years after end of 
year 10 which case was 
closed 

destroy	 after 20 years 

destroy	 when no longer 
needed 

destroy	 after 30 years 

destroy	 2 years after case IS 

closed or 6 months after	 de-
fendant's departure or when 

no longer needed, whichever 
IS later 

destroy	 2 years after close of 
calendar year 10 which last 
record	 IS filed 

destroy	 I year after transfer 
or senaranon of mdivtdual 

retire as permanent (see note 
3) 

destroy	 when no longer 
needed 

retire as permanent (see note 
4) 

destroy when no longer 
needed 

destroy 2 years after review 

destroy	 I year after action of 
GCM authontv 

destroy 10 years after close of 
related CAB cases 
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ITABLE 111H CONTINUED I 
R A B 

U 

L If the records are or 
E pertain to consisting of 

32 preventive law admm- directives and other documents relating to general
 
istratron admmrstration or pohcy for adrrnrnstenng the pre-

vennve law program
 

33 preventive law mfor- pnnted matenal Intended for distnbutron
 
matron
 

34 investigative reports mvestiganve reports and case files, records of
 
and case files of US adrmrustranve proceedings, legal processing, and
 

personnel prepared by other comparable correspondence prepared by
 
foreign authormes foreign authonties In the mvesnganon of mcidents
 

and cnmes mvolvmg US mihtary personnel, CIVU-
ian personnel serving with, employed by, or ac-
companying the US forces who are US nationals,
 
and dependents of all such military and crvihan
 
personnel, m which junsdicnon over the incident
 
or offense IS waived to US authonties or the pn-
mary naht to runsdicnon rests With US authonnes
 

35 US Federal MagIS- completed criminal case files
 
trate Court
 

NOTES 
I Return personal papers to mdrvidual when the case IS closed or send by registered 
other documents to the individual or destroy when case IS closed Treat such files as 

2 A copy of each pnnted Item will be maintamed In fihng cabmets, other COpies will 
3 Offer to the National Archives in 5-year blocks when latest document IS 25 years 

4 Offer to the National Archives when 30 years old 

5 Offer to the National Archives when 25 years old 

I ITABLE 110-2 

I PATENTS COPYRIGHTS AND TRADEMARK RECORDS
 

R A B
 

U
 

L If the records are or
 
E pertain to consisting of
 

1	 patents, copynghts, decisions, opirnons, determinations, and recommenda-
and trademarks (gen- nons 
eral records)~ 

2 

3 mvenuon disclosures	 records relatmg to inventions on which patent ap-
phcations are not prepared, resulting from disclosure 

of inventions by military personnel, civihans, and 
from research and Government work performed 

under AF contract~ 
4 

5 patent apphcanons	 records relatmg to inventions on which patent apph-
cations have been filed In US Patent Officer--

6 

7	 secunty records on evaluations, correspondence, COpies of apphcations 

patent apphcanons	 and tenders to the government for use of mvention, 
resulting from review of patent apphcations to ascer-
tam whether or not they should be placed under 
Secrecy Order In the US Patent Office or rescinded 
Secrecy Orders 

C	 D 

which are	 then 

destroy when no longer 
needed 

destroy when no longer 
needed (see note 2) 

destroy 2 years after case IS 

closed or 6 months after of-
fender's departure or when no 

longer needed, whichever IS 
later 

at base legal offices	 destroy 3 years after case IS 

closed 

mall to Ins last known address, If returned. destroy Dehver
 
• confidential and pnvileged •
 
be stored elsewhere
 

old 

C	 D 

wruch are	 then 

at HQ USAF/JACP	 destroy after 25 years 

at other than HQ USAF I destroy when no longer 
JACP needed 

at HQ USAF/JACP renre after 5 years, and 

destroy 15 years thereafter 

at other than HQ USAF I destroy after 7 years
 
JACP
 

at HQ USAF/JACP retire after 3 years, and
 
destroy 17 years thereafter 

at other than HQ USAFI destroy 3 years after apph-
JACP cation has been abandoned 

or ISSued into a oatent. 

retire after 3 years, and 

destroy 9 years thereafter 
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I CONrINUEDTABLE 116-2. B	 C D 
R A 

U 

L 
E 

8 

If the records R~ or 
pertaiJI to 

licenses, rc:lc3'c~, lind 

asstgrunenls 

eonsisting (I( 

ed rrc'<"'-""""" ",':!!I ,,"'"11= of trademarks. copy-Sign :1);: .' 
nghts, and ,,,,:.:e"" !'~ ",:l.'=b government acquires 

right, hce"''''''' ,'I; ,n!c-e>l 

which are 

at HQ USAF/JA 
to invennons and 

relatmg 
patents 

then 

destroy 20 years 
of ISSue 

after date 

- at HQ USAF/JA relating destroy 30 years after date 
9 to trademarks and copy- of ISSue 

nEhts 

f--
10 

destroy 

needed 

when no longer 

11 palent mfnngclIICnl 
chums. preferred h...en-

correspon,j."""'<" ~'rtS.. 

procuremew .•,:~ 
patents, pnnted material. 

snd other pertinent papers 

at HQ USAF/JACP destroy 12 years after final 
settlement or judicial de-
ternunation 

ses, and rOYlllty IIUJust· 

-
12 

ments destroy 
needed 

when no longer 

13 fOreIgn 8grc:cn\l:nl~ 
records 
the ID,e

01 ~r«me!1' 
rcM~'<" (....F

With foreign countnes regarding 
and techrucal mfor-dtc!ll nghts 

at HQ USAF/JA renre after agreement ex-
pires and destroy 10 years 
thereaftermatron for .~~ Nlft'ICSe5 

at HQ USAF/JACP retire after 10 years, andformally e'~'\IcN re...-.:-rdsongmally 1~'Urdlellers14 destroy 7 years thereafter 
patent 

This t ......I,.,. ~"(!\ers records pertaining to military Justice admnustration, nonjudicial pun-111 Military JliS tl Ce, .. l' ,.	 • 

• t I jurisdicncn snd mal by court-marnal, including pretnal, tnal and post-tnal procedure, deci-ishment. court-mar III .... 
, d techrucal mstrv ..-ncns tor counsel, military judges and others parncipatmg m tnals. 

sions on review. nn 

ITABLE ui-r I
IMlllTARY JUSTICE RECORDS 

B C D 
R A 

U 
If the records IIrt!L which are	 thenconsisting ofE or pertain to 

correspondeecx I\lClTh.~ stansncal reports and	 destroy after 2 years or when 
nuhtary Ju~l1ee ml-1 summanes. "nW\~n~ .'t acnvity, narrative re-	 no longer needed. wluchever 
muustratton ports, mstru c-n-..\., bnefs, and other records relat- is later 

ing to nuh~ ,\"-,',,"'C eo covered under general 
correspond ......'~ ...hi le ffi emmons 

charge sheet' ",hi "thee records accompanymg origmals at HQ USAF/JAJ retire as permanent 
all general ,ourt·2	 charges \\,hen ,('term! Ii.'r tnal chronology and (see note 1)
msrnal record., court-mama! ,~~ -beets. record of tnal proper,
!Uld special elllll!' court-marnsl ,"\\('~ Je.:1SI0ns on review, and
1D1ft1alrecords 

other related ",,,I slhed papersID\"Qlvmg II hml 
conduct uI,,;hllr~e

I-- duplicate and tnphcate COpies destroy 30 days after comple-
3 on cases where appeal to US non of appellate review 

Court of Mrhtary Appeals 
(USCMA) is not filed 

'-- duplicate and tnphcate COpies destroy after final action by 
4 on cases where appeal to USCMA 

-
USCMA IS filed 

accused's copy dehver to accused (see note 
5 2) 

-	 all COpies other than rules 2, destroy 1 year after receipt of 
6	 3.4 and 5 nonce of completion of 

appellate review 
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ITABLE 111-1 CONTINUED I 
R A B C 0 
U 
L U the records are 
E or pertain to consisting of which are then 

7 special court- original (see note 3) destroy IS years after final 
martial records not review 
mvolvmg a bad 

r--- conduct discharge 

8 accused's copy dehver to accused (sec note 

- 2) 

9 all copies other than in 7 and destroy one year after final 
8 review 

10 summary court- ongmals in Master Personnel see table 35-1 
martial records and tnphcates m FIeld Record 

- Group 

.u.; duplicate COPIes destroy after 2 years 

12 accused's copy deliver to accused (sec note 

~ 2) 

13 all copies other than rules 10, destroy I year after final 
11 and 12 review 

14 court-martial regis- devices for control of cases which are to be tned at HQ USAF/JAJM renre as permanent (see note 
ters and/or card or which have been tned by summary, spectal or 7) 

- index general court-martial 

15 at other than HQ USAF/ destroy after 3 years 
JAJM 

15.1 court-martial log stanstical data at SPCM junsdicuonal level retam in accumulating office 
(reqwrement ehm- (including GCM authonty 3 years, then forward to HQ 
mated 2 June 1975) exercising SPCM junsdicnon), USAF/JAJM for consoh-

and pertaining to cases upon dation and retirement as per-
which GCM action was com- manent (see note 8) 

- p!eted prior to I July 1974) 

15.2 at SPCM junsdicnonal level destroy 

(includmg GCM authonty 
exercising SPCMjunsd!ctlon), 
and pertaining to cases upon 

whtch GCM action was com-
pleted after 30 June 1974 

16 court-martial juris- records accumulated incident to the granting and retire as permanent (sec notes 
dicuon exercise of general, special and summary court- S and 8) 

- marttal~unsdlctlon(§ee note 4) 

17 card records reflecting active and macnve general destroy when no longer 
court-martial runsdrcnon of various commands needed 

18 court-martial and consoltdated annual reports prepared by HQ at HQ USAF/JAJM retire as permanent (see note 

Article IS acuvines USAFIJAJM from quarterly reports received 8) 
reports (require- from major commands 

ment ehmmated 

followmg report 
for 1st Qtr of CY 

- 1975) 

19 at other than HQ USAF/ destroy after 3 years, or 
JAJM when no longer needed for 

t-- reference whichever IS later. 

20 individual and consolidated quarterly reports at HQ USAF/JAJM destroy after 5 years or when 
prepared by major command and subordtnate no longer needed, whichever 

r--- court-martial junsdicnons IS later 

21 at other than HQ USAF/ destroy after 3 years or when 
JAJM no longer needed. whichever 

IS later 
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I TABLE 111-1 CONTINUED 

R A 

U 

L If the records 

E are or pertain to 

22	 wnt of habeas 

corpus 

f---
23 

f---
24 

25 records of pun-
ishment Imposed 
under Article IS, 

I----
UCMJ 

26 

f---
27 

28	 wntten matenals 

considered as a 
basis for imposmg 

purushments under 
Article IS UCMJ 

29	 (RESERVED) 

29.1	 Article 15 Log (re-
quirement ehmmat-
ed 2 Jun 1975) 

f---
29.2 

30	 records of proceed-
mg to vacate sus-
pension of sentence 
of court-martial -

31 

32	 court-martial orders 

-32.1 

-33 

I 
B 

eonsisting of 

the complaint, the answer filed by the Gov-
emment, copy of court decision, correspondence 

WIth US Attorney, and other related matters 
accumulated as the result of a complaint by the 

person released on a wnt of habeas corpus 

forms, correspondence, and summanzed records 

of oral punishment, mcluding separate appeals and 
acnons that suspend, mittgate, remit, or set aside 

pumshment 

mvesngative reports, statements, summanes of 
expected testimony, documentary evidence, etc 

statistical data 

proceedings to vacate suspension of sentence, 
comparable forms, correspondence, and other 
related papers 

orders promulgattng the results of tnal by general 
or special court-martial, supplemental orders and 

final decision based on action by higher authon-
ties 

AFR 12-50 

C 

which are 

at HQ USAF/JAJM, and the 

person has been court-
martialed 

at HQ USAF/JAJM, and the 

person was not tned by 

court-martial 

at other than HQ USAF/ 
JAJM 

origmals at HQ USAF or 
AFMPC 

copies	 at CBPOs 

copies at staff judge advocate 

offices 

at SPCM junsdicnonal level 
(including GCM authority ex-
ercismg SPCM junsdiction), 
and pertain to cases upon 

which GCM action was com-
Dieted onor to I Julv 1974 

at SPCM junsdicnonal level 
(mcludmg GCM authority ex-
ercising SPCM junsdicnon), 
and pertain to cases upon 
which GCM action was com-
pleted after 30 June 1974 

origmals (see note 6) 

all copies other than rule 30 

copies fu~shed HQ USAF / 
JAJ, and not included in the 

record of tnal or m personnel 
files 

record copies mamtained in 

annual blocks by issuing 
acnvitv 

all copies other than rules 32 
and 32 I 

Vol II 30 October 1987 

D 

then 

they become part of the ong-
mal record of tna! 

hold for 5 years after case IS 

closed,	 retire to WNRC, de-
stroy after IS addinonal 

I years 

destroy	 after 2 years 

destroy 30 years after final 
review 

dispose	 of under AFR 35-44 

and table 35-5, as appro-
onate 

destroy	 after I year or when 

no longer needed, whichever 
IS later 

retam m accumulatmg office 

3 years then forward to HQ 

USAF/JAJM for consolida-
non and retirement as per-
manent	 (see note 8) 

destroy 

they become part of the ong-
mal record of tnal 

destroy 1 year after action on 
Iproceedings 

destroy	 after 15 years 

retire as permanent (see note 
7) 

destroy 1 year after date of 
order 
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I TABLE 111-1 CONTINUED I 
R A B C D 
U 

L If the records 
E are or pertain to consisting of which are then 

34 court reporter's court reporter's recordings and notes from which for tnals by special court- destroy 6 months after date 
record verbattm or summanzed records of tnal or IDVes- martial resulttng ID convrction of trial 

ttgatton have been prepared and not involvmg a bad con-
duct discharzer--

35	 for tnals by special court- destroy I year after date of 
martial resulting In convicnon tnal or 60 days after con-
and mvolving approved bad elusion of appellate review, 
conduct discharge and for whichever IS later 
Article 32 investigations and 
general court court-martial 
tnals resulting In approved 
convictionsf----

36	 for Article 32 investigations destroy after action of the au-
not resulting In referral of thonty accomphslung those 
charges to tnal and tnals results 
resulting In acquittals or ID 

wluch the sentence IS disap-
proved and charges are 

dismissed 

37	 pennons for new final action on petition ongmals they become part of the ong-
tnal under Article mal records of tnal 
73, UCMJ -

38 accused's copy dehver to accused (see note 

- 2) 

39	 all COpies other than rules 37 destroy 2 years after final 
and 38 action on petition-

40	 petition, affidavits, bnefs, correspondence and origmals they become part of the ong-
other related papers mal record of trial-

41 all COpies other than rule 40	 destroy 2 years after final 
action on the petition 

42	 apphcanons for final action on apphcanon originals they become part of the ong-
rehef under Arn- mal record of tnal 
cle 69, UCMJ -

43 accused's copy dehver to accused (see note 

- 2) 

(RESERVED)~ 
4S	 all COpies other than rules 42 destroy after 2 years 

and 43r--
46	 apphcanon, documentary or other evidence sub- origmals retain In HQ USAF/JAJM 

nutted therewith, bnefs, correspondence and other for 5 years, then renre to 

related papers WNRC, destroy after 10 
additional yearsr--

47	 all COPies other than ID rule 46 destroy after 2 years 

48	 Automated MIlI- statistical data relatmg to court-martial and Article reports With as of dates for destroy after 3 years or when 

tary Justice 15 activities months of January through no longer needed, wluchever 
AnalYSIS and November IS sooner 
Management Sys-
tem (AMJAMS) 
monthly output 
products/reportsI---

49 report With as of date for destroy after 5 years or when 
month of December no longer needed, wluchever 

IS later 

50	 AMJ AMS quar- at HQ USAF/JAJ retire as permanent (see note 

terly and annual 8)t ) 
output
 
products/reports
-
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ITABLE 111 -1 CONTINUED 

R A B C D 
U 

L H the records 

E are or pertain to consisting of which are then 

51 at other than HQ USAF/JAl	 destroy after 5 years or when
 

no longer needed, whichever
 
IS later
 

52	 AMJAMS data on Arttcle 15 purushments destroy after I year
 
source/input forms
 

and computenzed
 

records
~ 
53	 data on cases where court-martial charges are pre- at HQ USAF/JAlM
 

ferred
~ 
54	 at staff Judge advocate offices destroy after 2 years
 

on cases that resulted 10 tnal by
 

court-martial
~ 
55	 at staff Judge advocate offices destroy after 1 year
 

on all other cases
~ 
56 keypunch transaction cards and magnetic tape files	 destroy after 6 semimonthly
 

update cycles, or when no
 

longer needed, whichever IS
 

later
 

57	 Report Individual personal background and mihtary history mfor- attach to file copy of
 
Person (RIP) pro- matron AMJAMS source records
 
duced as result of pertammg to case and dis-

AMJAMS/ADP pose of 10 accordance with
 
mterface rules 52-55, this table as
 

annronnate
 

58 strength reports, oulttary Justice junsdictional strength data destroy after 1 year
 
mcludmg DESIRE
 

AMJ STG pro-
duced as result of
 
AMJAMS/ ADPS
 
interface
 

59 AMJAMS edit list- computer pnntout hsnng case inputs, strength destroy after 1 year or when
 
mgs inputs, and errors no longer needed, whichever
 

IS sooner
 

60 executed purntrve consohdated semiannual reports prepared by HQ at HQ USAF/JAlM retire as permanent (see note
 
discharges and USAF/JAlM from semiannual reports received 8)
 
federal and state from MAlCOMs
 

court felony con-
vicnon reports
-61 at other than HQ USAF/ destroy after 3 years or when
 

JAlM no longer needed, whichever
 
IS later
-

62	 mdivrdual and consohdated semiannual reports at HQ USAF/JAlM destroy after 5 years or when
 
prepared by major commands and subordmate no longer needed, whichever
 
court-martial junsdictions IS later
-

63 at other than HQ USAF / destroy after 3 years or when
 
JAlM no longer needed, whichever
 

IS later
 

NOTES 

1 Regardless of action taken on the case after appellate review, all original records of tnal by general court-martial are forwarded to HQ 
USAF/JAlM 

2 If a copy of the record cannot be dehvered to the accused for any reason, attach the copy prepared for him to the ongmal record and explain 
the reason for nondehvery. 
3 These records are filed at the general court-martial junsdicnon for 2 years, then forwarded to WNRC, Wash DC 20409 
4 See AFR 111-1, paragraphs 2-1 and 2-2, 1 August 1984, for rules on the exercise of general and special court-martial junsdicnon 

5 Those junsdicnon authonnes reflected 10 a joint tenancy agreement have the same disposition as the joint tenancy agreement 
6 In general court-martial cases 10 which any portion of the sentence has been suspended, and 10 special court-martial cases In which an approved 
bad conduct discharge has been suspended, forward any report or proceedings to vacate a suspension to HQ USAF/JAJM for fihng with the ongi-
nal records of tnal For special courts-martial, file the report With the ongmal record 
7 Offer to the National Archives In 5-year blocks when SO years old. 
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8 Offer to the National Archives when IS years old 

112. Claims. This table covers records pertammg to the mvestigation of accidents and incidents which may result in 
claims and/or tort litigation for or against the government, as well as records related to the processing and settlement 
of such claims and tort litigation. Covered are records of all claims and tort htigation for which The Judge Advo-
cate General is responsible. Excluded are records of formal contract claims, Air Force Industrial Fund laundry and 
dry cleaning claims, report of survey claims, and regular real estate acquisition, disposition or rent claims. 

ITABLE 112-1 I 
ICLAIMS RECORDS I 

R A B C D
 

U
 

L If the records are
 

E or pertain to consisting of wluch are then
 

1 general admmis- HQ USAF direcnves and other records relating to destroy when superseded or
 
tratlon general admnustranon or policy for handhng claims rescinded
 

which are not covered elsewhere
r---
2	 all other directives destroy after 2 years 

3	 completed claims all claims, whether settled or otherwise disposed of, destroy I year after the close
 

case files (except paid claims (except rules 4 and 4 I) and claims as- of the fiscal year in which
 

hospital recovery serted by the AF claims are settled
 

claims, rule IS)
 
for which the
 
Judge Advocate
 

General IS re-
sponsible
-

4	 claims disapproved or otherwise disposed of, paid destroy 6 years after the close 

under the Military Personnel and Civilian Employees' of the fiscal year m which 

Claims Act up to the maximum payable by HQ claims are settled 

USAF/JACC or subrogated claims collected by setoff 
under the Military Personnel and Civilian Employees' 
Claims Act at flQ USAF/JACC-

4.1	 disapproved claims Identified In rule 4 at other than HQ destroy 3 years after the close 

USAF/lACC	 of the fiscal year In which 

claim IS settled 

5 claims records	 records of all claims processed by offices of the Judge COpies 1 through 5 at HQ destroy after 90 days
 

Advocate General's department and source docu- USAF/JACC
 

ments for the Claims Admmistratrve Management
 
Program (CAMP)
-

6	 copy 6 at offices takmg destroy I year after the close 

final disposmon	 of the fiscal year m which 

claims are settled, provided 

that claims are accurately 

reflected In CAMP 

7 claims reports	 investigation reports prescnbed In APR 112-1, Claims destroy I year after lapse of 
Manual, that are not mamtamed and disposed of as statute of hrmtanons (note do 

part of a claims case file (rules 3, 4, 4 I, 16, 21, and not retire to records center) 

- 22) 

8 international agreement reimbursement reports destroy 3 years after the close 

of the fiscal year In which 
reviewed 

9	 (RESERVED~ 

10 accident or mCI- logs closed after the end of the FY In which all cases at tmtiatmg authonties for destroy after 3 years
 

dent logs thereon have been closed or forwarded to another each FY to record occur-

claims headquarters for final action rences that may result m
 

claims
 

11 investigation re-	 investigations performed under AFR 110-14 at appointing authonnes' destroy after 25 years 

ports of aircraft or staff Judge advocate
 

missile mcidents
'---
12 at other than staff Judge destroy after 3 years 

advocate offices-
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I TABLE 112-1 CONTINUED 

R A B C D
 
U
 

L If the records are
 

E or pertain to consisting of which are then
 

12.1	 at MAJCOMs 

13	 memorandum analysis of unique or new claims ISSUes of value for destroy when no longer
 
opiruons research or legal precedent basis needed
 

14	 memorandum opimons not mamtamed and disposed of destroy after 90 days
 
as part of a claims case file (rules 3 4 and 4 I)
 

15	 hospital recovery records accumulated as a result of actions under the those having no third the file becomes a claims 
chums Medical Care Recovery Act (42 U.S C 2651-3)	 party tort habihty, Since report (see rule 7) 

no claim number IS 

assizned-
16 paid In full or settled destroy 3 years after the end
 

Within delegated limits of the fiscal year In which
 

claims are settled
-
17	 reports and COpies of doc- destroy I year after the FY In
 

uments reqwred to be which hnganon IS concluded
 
sent and held by HQ
 

USAF/ JACC In cases
 
mvolvmg hnganon
 

18	 (RESERVED) 

19	 Claims Adrmrus- monthly reports of current FY claims at HQ USAF/JACC and destroy after 10 years
 
tratrve Manage- JAED
 
ment Program
 
(CAMP)
-

20	 at other than HQ USAF/ destroy after 5 years
 
JACC and JAED
 

21 tort hnganon case admimstranve claim files and records accumulated at HQ USAF/JACC destroy 5 years after FY In
 

files incident to hnganon ansmg out of tort related claims winch the hnganon IS con-

eluded
t--

22 ·at other than HQ destroy 2 years after FY in 

USAF/JACC	 which hnaation IS concluded 

120. Inspector General. This table covers records related to pohcies and procedures for the overall direction and 
planning of inspector general activities. 

I ITABLE 120-1 

I INSPECTOR GENERAL ADMINISTRATIVE REPORTS 

R A B C D
 
U
 

L If the records are or
 
E pertam to consisting of which are then
 

1	 admnustratrve mqwnes reports and supportmg records relating to matters destroy 2 years after final
 
and mvestiganon re- adversely affecting the disciphne, efficiency, morale, or action.
 
ports welfare of orgamzations, units or personnel, not including
 

OSI investigations, security pohce investigations, techm-
cal investigations of fires and aircraft accidents, mvestiga-
nons of property survey officers, hne of duty invesnga-
nons, or gnevances of civihan employees having other 
appeal rights 

2	 personal conference formal complamts, correspondence in the form of com- destroy I year after year In
 

penod reports or per- plamts, and locally produced forms refiectmg a record of which case IS closed
 
sonal complaints interview and resulting action taken which are a result of
 

personal conference penods or complaints presented
 
under AFR 123-11
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122. Nuclear Surety. These tables cover records related to nuclear accident and incident prevention programs, 
mcludmg policy and safety-rule regulations governing all operations with nuclear weapon systems 

ITABLE 122-1 I 
I NUCLEAR WEAPON SYSTEM SAFETY GROUP (NWSSG) RECORDS AND SAFETY RULES 

R A B C D
 

U
 
L If the records are
 
E or pertain to consisting of which are then
 

1	 operational plan descnpnons of intended operations with NWSs used at HQ AFISC/SNS destroy when no longer
 
data documents as source data for safety studies and operattonal needed.
 
(OPDDs) reviews of USAF/non-U S NATO NWSs
I--

2 at HQ USAF, MAJ- destroy w hen superseded, 
COMS and other offices obsolete. or no longer needed 

of record 

3	 technical nuclear analyses of adequacy of NWSS features at HQ AFISC/SNS destroy when no longer
 
safety analyses needed.
 
(TNSAs)
~ 

4	 at MAJCOMS and other destroy when superseded, ob-
offices of record solete, or no IOnizer needed 

5 NWSSG safety working draft reports of mitral, preoperattonal and at HQ AFISC/SNS destroy when no longer
 
study reports special safety studies and operattonal reviews of needed
 

USAF/non-U S NATO NWSs
'--
6	 intermediate versions of reports for obtammg HQ
 

USAF coordmation on conclusions and recommenda-
nons of NWSSG
 -

7	 HQ USAF approved final version of NWSSG reports
 

of NWSS studies and operanonal reviews
-
8 COpies of rules 5 thru 7 reports	 at HQ USAF and other destroy w hen superseded, 

offices of record obsolete. or no lonzer needed 

9	 safety rules pack- draft CSAF/CJCS memoranda, descnptton of NWS, at HQ AFISC/SNS destroy reproducible masters 

ages	 summarys of operational concept, nuclear safety when superseded. obsolete, or 
design features in NWS, and proposed NWSS rules, no longer needed 

included as appendix to rules 6 and 7 reports r--
are10	 at other offices of record destroy when NWSS rules 

ioubhshed 

11 rules wnter's back- correspondence and study reports concerning estab- at HQ AFISC/SNS destroy 2 years after NWS IS
 

ground files hshment, apphcation and mterpretanon of NWSS declared obsolete, nonopera-
rules, mcludmg related JCS papers uonal, or dropped from the
-

USAF or non-U.S NATO 

mventorv 

12 NWS cntical com- hsts of cntical hardware, software or code com- destroy when superseded,
 
ponent hsts ponents subject to spht handlmg/knowledge pro- obsolete or no longer needed.
 

cedures
 

I TABLE 122-2 I 
INUCLEAR REACTOR RECORDS 

DR A B	 C 

U
 

L If the records are or
 
E pertain to consisting of which are then
 

1	 health phYSICS and health phYSICSdaily logs, water acnvuy analysis logs, retire as permanent on
 

process control data Geiger-Mueller analysis logs, air sample analysis logs, macnvanon of the activrty,
 

logs daily routine health phYSICSlogs, background and
 or when no longer needed 

efficiency logs, portable survey instrument calibration 
10RS, and source movement mventorv and leak test loss 

2	 environmental sample data for the analysis of sou, vegetation, and water sam-
data pies that are subiect to radioacnve contammanon
 

3	 nuclear power plant daily operational records
 

logs
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ITABLE 122-2 CONTINUED 

R A B C D
 
U
 

L If the records are or
 
E pertaIn to consisting of which are then
 

4	 contractor shipment forms used by contractors when shippmg radioactive
 

records matenal
 

5 radiation level	 reports wluch provide data required to analyze the pos-
sible buildup of radiation levels
 

6 radiation film badge	 records that serve as a reference to dosimeter logs and
 

provide a record of the accumulated radiation dosage In
 

a specific area for winch the permit was ISSUed
 

7 dosimeter log	 a log of each entry used to control the number of mdi- at nuclear reactor destroy after 2 years
 
vrduals In a nuclear reactor plant at anyone time, record plants
 
the amount of radiation exposure by each individual
 
while In the plant, and to provide a record of who IS In
 

the plant In event of an emergency
 

8 process control charts	 grapluc presentations used In analyzing trends In plant destroy after 1 year or 
chemistry parameters, and provide a basis for determm- when no longer needed, 
ing the need for changes In chermcal treatment of vanous whichever IS sooner 

. plant	 systems 

9 occupanonal exposure	 dosimeter film exposure hstmg used to prepare the record destroy after 1 year
 
of occupational exposure to iomzmg radiation which IS
 

forwarded for inclusion In individual's medical records
 

ITABLE 122-3 I 
IACCIDENTIINCIDENT REPORT 

R A B C D
 
U
 

L If the records are
 
E or pertain to consisting of which are then
 

1	 nuclear accident/ analyses and statistical data summanes pre- filed With accident/mcrdent destroy With related reports
 
incident deficiency pared for use tn accident prevention, and deficiency report
 
analyses and sum- quarterly summanes of nuclear accident/m-
manes cident deficiency reports
I--

2 filed With nuclear weapon sys- destroy with case file (table 

tem case file 122-1) 

3	 nuclear accident/ mmal prehmmary, supplemental, or formal ongmal paper records at HQ destroy after microfilm or auto-
incident deficiency reports of accident/incident deficiencies USAF/IGDN mated data IS detenruned ade-
report (also see under AFR 127-4 quate substttute 
table 127-2, rules I, 

I-- 2, and 3) 

4	 microfilm COpies of automated destroy after 30 years
 
data
I--

5 COpies retained by origmator destroy after 2 years, or on macn-
vation of the activity, whichever 
IS sooner I--

5_1 COpies at MAJCOMs and destroy after 2 years, or when no 
below longer needed, whichever IS 

sooner 
6	 reactor/radioisotope ongmal paper records at HQ destroy after nucrofilm or auto-

systems accident/ USAF/IGDN mated data IS determined ade-
incident reports I ouate substituteI--

7 microfilm copies of automated destroy after 30 years 

datar--
8 copies retained by originator	 destroy after 2 years, or on macn-

vanon of the activity, whichever 
IS sooner r--

8_1 copies at MAJCOMs and destroy-after 2 years. or when no 

below longer needed, whichever IS 

sooner 
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123. Inspection. This table covers records related to the inspection system, which provides for factual evaluation of 
the effectiveness and economy of Air Force operations methods and procedures. 

ITABLE 123-1 I 
I INSPECTION RECORDS 

R A B C D 
U 

L If the records are 
E or pertain to consisting of which are then 

mspecuon reports at MAJCOMs and sub- destroy 1 year after next like 
not otherwise cov- ordinate commands mspecnon or after 3 years, 
ered m th.ts table whichever IS sooner -

2 record COpies destroy 10 years after com-

- Inlenon of subject mspecnon 

*3	 at inspected acnvines, destroy 1 year after correc-
morutormg, evaluatmg, or nve action has been taken, or 
approvmg authonnes when no longer needed, 

whichever IS later -
*4 mformanon COpies of other UDIt inspecnons for self-	 at UDIt level destroy 6 months after own 

inspection purposes and rephes when required	 comparable inspection report 
received or when no longer 
needed whichever IS sooner.-

*4.1	 mformanon COpies of other unit mspecnons for mom- at base self-inspecnon destroy upon receipt of next 
tormg the status of mdividual UDIts corrective office inspecnon report for that 
actions, formulatmg exercise scenanos, and conduct- unrt, or when no longer 
mg OR! type exercises needed, whichever IS sooner 

5 Special mterest Items mspection files destroy after 1 year, or when 
no longer needed, whichever 

) -6 

,..---

COpies of reports With acnve-revrew findmgs 

IS later 

destroy 2 years after ap-
[proval of msoecnon report 

7 mformanonal background matenal collected durmg destroy when no longer 
an insoecnon needed 

8 surveillance records records reflecting results of evaluations, inspecnons ongmals at HQ USAF / destroy \0 years after com-
and staff VISits by The Inspector General USAF, m IGD (note' paper COpies plenon of subject mspecnon, 
connection With overall surveillance of AF pro- are normalJ y microfilmed 
grams 1DlS510nsand operanonal readmess within 3 years) 

9 mspecnon team pro- tnspection inneranes, team personnel rosters and at mspecnon offices destroy I year after comple-
grammmg change sheets, records on personnel augmentation, non of mspecnon to which 

suggested Items for inspection, special subjects for records pertam or when no 

mspecnon (other than AFR 121 senes), and mfor- longer needed, whichever IS 

matron pertinent to special msnecnon efforts later 

10 Inspection checkhsts inspection checklists, mspecnon guides, mdrvidual destroy when superseded. ob-
methods of approach or similar records and papers solete, or no longer needed 
related thereto, not pubhshed as, or supplement to. a 
standard publication per AFR 5-1 (see Table 5-1), 
and. which are not used to record a completed 
mspecnon 

10.1 self-mspection see table 11-2, rule 33 

checklists 

11 inspecnon clearance certificates of unit property. certification of clearance at inspected units, pre- destroy after I year 
certificates from accountability of station property. departure pared pnor to movement 

certificates. authonzed personnel. vehicles. and cargo departure. to insure that all 
certificates, comparable certificates, and papers directives have been com-
related thereto plied With in connection 

With samtauon, pohcmg, 
property, and all other 
resoonsreames 

12 operational readi- plans prepared for guidance of the conduct of opera- at MAJCOMs and below destroy when superseded 

ness plans nonal readiness msoecnons 



264	 AFR 12-50 Vol II 30 October 198i 

I	 ITABLE 123-1 CONTINUED 

R A B C D
 

U
 

L If the records are
 

E or pertain to consisting of which are then
 

"13	 summary of mspec- see table 123-2
 

tor zeneral acnvities
 

I I"TABLE 123-2 

I FRAUD WASTE AND ABUSE (FWAl RECORDS 

R A B C D
 

U
 
L If the records are or
 
E pertain to consisting of which are then
 

1 case files	 l,1SAF FW A Disclosure (AF Form 635) or other format at HQ USAF and destroy 2 years after case
 

for HOTLINE and non-HOTLINE disclosures, including commands other than IS closed
 
USAF FWA Data Collectton (AF Form 634), HOT- AFOSI
 
LINE Progress Report, HOTLINE Completton Report,
 
reports of mvesngation or mquiry, allegations of repnsal,
 
summary completton report and related records
-

2	 at HQ AFOSI and see 124-senes tables
 
AFOSI field exten-
sions
-

2.1	 rules I and 2 FW A disclosures which are substantiated at htghest command renre as permanent (note)
 
and have Wide media coverage, are investigated by level case resolved
 

Congress, involve general officers or equivalent person-
nel, involve dollar losses or recovenes of $50,000 or
 
more, reveal systemic problems In AF adnurustratton
 

and/or result In major changes In AF poltcy and pro-
cedures
 

3 case files summary data	 computer printout swnmanes of open and closed FW A destroy when no longer
 
cases needed
-

4	 selected case files data In the computer 

5 FWA reports	 senuannuaI report of FW A disclosures to DOD on the
 

status of cases and related records
I--
6 data collectton stansncs consistmg of COpies of USAF destroy after 2 years, or 

FW A Data Collectton and other report stansncs of audit, when no longer needed. 
mspecnon and mvesnzanve acnvines whichever IS later 

7 remedies plans	 plans used to determine what judicial, contractual and retire as permanent (note)
 
admimstranve remedies are necessary
 

8 log registers logs recording names, dates and other appltcable data of destroy after 2 years, or
 
disclosures when no longer needed.
 

whichever IS later
 

NOTE Offer to the Nattonal Archives in 5-year blocks when latest record IS 25 years old 

124. Special Investigations. These tables cover records pertammg to disposition of records accumulated incident to 
the functions and responsrbihties of the Office of Special Investigations, mcludmg cnmmal, countenntelhgence and 
special mvestigative services, 
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ITABLE 

I AFOSI 

12~1 

CRIMINAL RECORDS 

R A B C D 
U 
L If the records are or 
E pertain to consisting of which are then 

1 investigations into 

offenses of espionage, 
sabotage, treason, sedi-
non, Violation of AFR 

reports, statements, affidavits, correspondence, and 

related records pertaining to specific investigations 

at HQ AFOSI retire 
I) 

as permanent (see note 

-
205-57 and security 
Violations 

2 at AFOSI field extensions destroy I year after Case 

Survey Form, Part III, IS 

submitted to HQ AFOSI, 
when no longer needed, 
whichever IS sooner 

or 

3 JRESERVEDt 

4 

-

investigations Into 

alleged violanons of 
laws, regulations, and 

directives (excluding 

investigations covered 
by rules I, 2, 3, 12, 13, 
and 14) 

reports, statements, affidavits, correspondence, and 

related records pertairung to specific investigations 
at HQ AFOSI destroy 15 years after date 

last action (see note 2) 
of 

5 at AFOSI field extensions destroy 3 months after Case 
Survey Form, Part III, IS 

submitted to HQ AFOSI, or 
when no longer needed, 
whichever IS sooner 

) 6 

7 

(RESERVED) 

procurement! 
cases 

disposal information copies of Interest to AFSCI AFLC at AFOSI 
5 

Districts 4 and destroy 

needed 

when no longer 

8 

t--
9 

reciprocal 
nons 

mvestiga- reports, statements, affidavits, correspondence, and 

related records pertaining to specific investigations 

accomplished for and at the request of a local, 
state, or federal investigative agency In the US or 
host country investigative agency overseas 

at HQ AFOSI 

at AFOSI field extensions 

destroy 
3) 

destroy 

after I year (see note 

after 90 da vs 

10 

t--
11 

zero files (all cate-
gones contained In 

12~enes tables) 

records contairung 

gative information 

specific and nonspecific mvesti- at HQ AFOSI 

at AFOSI field extensions 

destroy after 15 years 

destroy after 2 years, or 
when no longer needed, 
whichever IS later 

12 

t--
13 

!--14 

CI special 
cases 

inquiry reports, statements, affidavits, correspondence, and 

informational data filed therewith concerning 
AFOSI acnvines In mdrvidual case development 

mqumes from members of the pubhc who are col-
lectors of mformation relating to DOD functions 
or uruts, unsubstantiated reports alleging imminent 
mvasions, plots, and similar events of a delusional 
nature and assorted • crank' letters 

at HQ AFOSI 

at AFOSI field extensions 

at HQ AFOSI 

destroy 15 years after date of 
last action 

destroy 3 months after Case 
Survey Form, Part III IS 

subnutted to AFOSI, or 
when no longer needed, 
whichever IS sooner 

destroy after I year or when 

no longer deternuned peru-
nent by an annual review 

) 
IS AFOSI reports 

vestiaanon 

NOTES 

of In- reports, statements, and related 
to specific mvesnzanons 

records pertaining copies 
offices 

at non-AFOSI destroy 

needed 

when no longer 

I Offer to the National Archrves within 25 years after date of last action 
2 Reports of investigations conducted on AF personnel assigned to AFOSI/DIS, or who possess 82XX or 821XX AFSCs, or on whom AFOSI 
has pending reprocurement action, Will be filed WIth and destroyed under the same disposinon cntena as that for the AFOSI Apphcant Processmg 
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Case File If the retention penod for the particular investigation has expired 
3 Custodians will adhere to cntena In AFR 124-13 If not validated for retention, records will be destroyed 

I TABLE 124-2 I 
I COUNTERINTELLIGENCE OPERATIONS AND PUBLICATIONS 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

1 countermtelhgence op- reports, statements, affidavits, correspondence, at HQ AFOSI retire as permanent (see note
 

eranonal case files and related records regarding individual opera- I)
 
tiona! development
-

2 at AFOSI field extensions	 destroy after 1 year, or when
 

no longer needed, whichever
 
IS sooner
 -

3 information COpies at destroy when no longer
 
AFOSI Dtst 44 and 70 needed
 

4 countenntelhgence requests for and records of countenntellIgence at HQ AFOSI destroy after 15 years
 
bnefings bnefings
-

5 at AFOSI field extensions	 destro~ after 1 vear 

5.1	 countermtelhgence requests for and records of countenntellIgence at HQ AFOSI destroy after 15 years.
 
derued area bnef- bnefings/debnefings
 

mgs/ debnefings
 -
5.2 at AFOSI field extensions destroy after 3 months
 

6 pubhcanons prepared countenntelhgence Special reports, local esn- at HQ AFOSI destroy not later than 1 year
 
by AFOSI pertauung mates, and OSI mformanon bnefs after acquisitron unless vah-
to non-DOD afIiIIated dated on an annual basis for
 
US citizens/orgamza- continued retention (see notes 
nons 2 and 3)-

7 at AFOSI field extensions	 destroy not later than I year
 
after acquisinon unless vah-
dated on an annual basis for
 
continued retention (see notes
 
2 and 4)
 

8	 publications prepared record COpies of recurrmg and nonrecurrmg at HQ AFOSI destroy after 10 years (see
 
by AFOSI pertairung pubhcanons note 2).
 
to foreign cinzens/or-
gamzations
-

9 at AFOSI field extensions	 destroy when no longer 
and other actrvitres	 needed. obsolete or on in-

activation of the acnvity, 
whichever IS sooner (see note 
2). 

10	 publications received at any AFOSI activity destroy 1 year after acqui-
from other sources per- sitron unless validated for re-
tammg to non-DOD termon for another year when
 
affiliated US em- It IS determmed dunng the
 
zens/orgamzanons annual venficatIon review by
 

the Secretary of the Au 

Force that a continued threat 
exists (see note 2) 

11	 pubhcanons received destroy when no longer
 
from other sources per- needed or obsolete, unless
 
tammg to foreign ciu- ongmatmg office requests Its
 
zens/oraamzanons return (see note 2)
 

12	 secunty vulnerability operational test reports With supporting docu- at HQ AFOSI destroy after 15 years
 
test cases ments
 

NOTES 

Offer to the National Archives withm 25 years after the date of the last action 
2 Custodians will adhere to cntena in AFR 124-13 

3 At the time the records are not Validated for retention, offer them to the National Archives for a deterrmnation of their histoncal worth If 
refused by the Archivist, the records Will be destroyed 
4 If not validated for retention, records will be destroyed 
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ITABLE 124-3 I 
I INVESTIGATIVE COLLECI10NS AND SURVEYS 

R A B C D 
U 
L H the records 

E are or pertain to eonsistmg of which are then 

1 countenntelh- DOD intelligence mformanon reports origmated by at HQ AFOSI destroy not later than 1 year 
gence collec- AFOSI after acquisitron unless vah-
nons documents dated on an annual basis for 
pertammg to continued retention (see note 
non-DOD affil- 1) 
sated US em-
zens/orgaruza-

~ nons 

2 at AFOSI field extensions destroy not later than I year 
after acquisition unless vah-
dated on an annual basis for 
continued retention (see note 
2) 

3 countenntelh- DOD intelligence mformanon reports ongmated by at HQ AFOSI retired to WNRC pnor to 
gence collection AFOSI regarding all collection targets except espionage microfilming project, destroy 
documents per- and sabotage agencies (05) after 6 years 
taming to for-
eign cinzens/or-

- gamzanons 

4 at HQ AFOSI destroy when microfilm IS 

determined adequate subsn-

- lute 

---L- microfilm cO~Jes destroy after 6 years 

6 DOD IIRs originated by AFOSI regarding espionage at HQ AFOSI destroy when microfilm IS 

and sabotage agencies (05) detenruned adequate subsn-

- tute 

....1- microfilm comes destroy after 25 years 

8 at HQ AFOSI and have 

- not been microfilmed 

9 DOD IIRs ongmated by AFOSI regarding any type of all except record COpies destroy after 3 years, or 
collection target when no longer needed, 

- wluchever IS sooner 

10 reports, papers, chppmgs, photos, or any other matenal at HQ AFOSI destroy after 25 years, when 

originated by agencies other than AFOSI no longer needed, obsolete, 
or on mactivanon of actrvity, 

- wluchever IS sooner 

...!L- at AFOSI field extensions destroyafter I year 

12 microfilm aperture cards (MACs) and general purpose at HQ AFOSI destroy when superseded, ob-
cards (GPCs), data extracted from records Identified in solete or no longer needed 
rules 3 6 9) 

13 information col- information created by AFOSI on USAF mstallations, necessary to counter acnv- destroy when superseded or 
lecnon facihnes or operational Sites ity directed against a rescinded 

USAF element or per-

- sonnel 

14 pertinent to closed Instal- destroy after I year 
lations, facthties or opera-

- nonal sites 

15 mformanon pertamrng to countermtelhgence, antiter- at any AFOSI acnvity destroy Immediately after an 
rorism, or secunty mvestrganons./operattons ongmated evaluation deterrmnes a 
by, and received or acquired from, agencies outside the threat does not exist or not 
DOD dunng the course of routme mvesnganve or later than 3 months following 
liaison activity, which after receipt IS subsequently deter- acquismon 
mined to fall outside the area of interest of the DOD, or 
which IS determined not to pose a threat to DOD per-
sonnel, property or functions and no DOD file IS created 
or DOD information IS generated 
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ITABLE1~3 CON11NUED 
R A B C D
 

U
 
L If the records
 

E are or pertain to consisting of which are then
 

16 criminal/fraud repons responsive to HQ AFOSI collection require- at HQ AFOSI and AFOSI destroy after 3 years, or
 
collections ments field extensions when no longer needed,
 

wluchever IS sooner
 

17 development mformanon on cnmmal and fraud activmes requiring at HQ AFOSI destroy after IS years
 

- files follow-up action that may lead to an mvesnganon
 

18 at AFOSI field extensions destroy after 2 years
 

19 fraud surveys reports, statements, affidavits, correspondence, and mfor- at HQ AFOSI destroy after 5 years
 
manorial data concerrung AF appropnated and nonap-
propnated acnvines and mformanonal data used to ver-
ify entitlement
 -

20 at AFOSI field extensions destroy 1 year after Case
 

Survey Form, Part III, IS
 

submitted to HQ AFOSI, or
 
when no longer needed,
 
wluchever IS sooner
 

21 hostile estabhsh- Hostile Establishment Profile (AFOSI Form 134) at HQ AFOSI and AFOSI destroy when superseded, ob---- ment file	 field extensions solete or no longer needed 

.a.,	 (RESERVED) 

22.1	 aperture cards, maps, sketches, photographs at HQ AFOSI destroy when superseded, ob-
solete or no longer needed
 

23	 computenzed in- computenzed hostile mtelhgence profile system (CHIPS)
 
formation col- and terronst incidents profiling system (TIPS) computer
 
lection pnntouts
-

24 at AFOSI field extensions	 destroy when superseded, ob-
solete, no longer needed, or
 
on drrecnon of HQ AFOSI
 

24.1	 computenzed m- CHIPS aperture cards, photographs and reports and at HQ AFOSI destroy when superseded.
 
formation col- TIPS reports obsolete or no longer needed
 

lection support
 
file
 

25	 collection re- letter format operational direcnves destroy 3 years after cancel-
quirements lanon or completion
 

(CRs)
-
26 at AFOSI field extensions destroy when superseded or
 

rescinded
 

27 terronst acnvi- AFOSI, other US mtelhgence, State Department and at HQ AFOSI destroy when superseded, ob-
ties foreign broadcast reports, and news media articles on solete or no longer needed
 

soectfic terronst incidents nouns and acnvines
 

28 mulndiscrphne US mtelhgence reports, messages and advisories, AF
 
mtelhgence	 messages, FAA reports, and news media articles used
 

for mulndisciplme mtelhgence acnvmes and capabrlmes./
 
systems
 

29	 mulndrsciplme AFOSI and other US mtelhgence reports, messages,
 
countenntelh- studies and analyses and MDCI program management
 
zence (MDen mformatlon
 

NOTES 
At the time the records are not validated for retention, offer them to the National Arcluves DOD-ongmated files wluch con tam sigmficant 

analytical comments, value Judgments or recommendations pertammg to mformanon received or acquired from agencies outside the DOD If 
refused	 by the Arcluvist, the records WIll be destroyed 
2 If not vahdated	 for retention, records WIll be destroyed 
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ITABLE 124-4 I 
I SECURITY INVESTIGATIONS AND OPERATIONS 

R A B C D 
U 

L If the records 

E are or pertain to consssting of which are then 

1 Internal secunty mvesngations of personnel when the allegation falls at HQ AFOSI wherein the destroy I year after notifica-
invesnganons withm the purview of AFRs 40-732 or 205-4, exclusive affihation was not com- non that affihatron was not 
for DOD-affil- of COpies of mvestiganve reports furnished by the Office pleted completed 

- rated personnel of Personnel Management 

2 at HQ AFOSI wherein the destroy after IS years (see 

'--- affihanon was completed note 2) 

3 at AFOSI field extensions destroy after 3 months or 
when no longer needed, 
whichever IS sooner 

4 special requests hmited personnel checks, normally a local agency check at HQ AFOSI and AFOSI 
(LAC) or single agency check (SAC) only, on Persons field extensions 
who have access to areas but who do not require a for-
mal secuntv clearance 

-4.1 cluld care pre- cluld care apphcant local agency checks consisnng of at AFOSI field extensions destroy after 3 months. 
emplosent mformanon developed wlule conducting mvesnganons 

screerung in support of Morale, Welfare, and Recreation (MWR) 
(favorable) Cluld CareIYouth Facilities 

-4.2 cluld care pre- at HQ AFOSI destroy after 15 years 

employment 
screerung 

- (unfavorable) 

-4.3 at AFOSI field extensions destroy after 3 months 

5 reciprocal In- reports and correspondence prepared for other govern-

) 
-

vestiganons 

(personnel 
cunty) 

se-
ment agencies including DIS 

5.1 at AFOSI field extensions destroy after I year 
which contain names of 
sources not released to 

DIS 

6 unfavorable requests, reports of mvestiganons of prospective allen at HQ AFOSI destroy after 5 years (see note 

premantal m- spouse of military personnel per AFR 211-18 I) 
vesugations 
(when marnage 

- takes place) 

7 at AFOSI field extensions destroy after 1 year 
overseas 

8 unfavorable 

premantal m-
vesnganons 
(when marnage 

has not taken 
place) 

9 favorable pre- at AFOSI field extensions 

manta! mves-
nzanons 

10 (RESERVED) 

11 protective ser- reports, statements, affidavits, correspondence and at HQ AFOSI destroy after 15 years 

VICes mvestiga- related records regarding mdivtdual case 

- nons 

12 at AFOSI field extensions destroy after I year, or when - no longer needed, whichever 
IS later 
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I TABLE 124-4 CONTINUED 

R A B C D
 
U
 

L If the records
 

E are or pertain to consisting of which are then
 

13 protective ser- Identification datalsummanes concerrung mdividual or at HQ AFOSI destroy after IS years
 
Vices referral m- group reportable to USSS under AFR 124-16
 

I-- formation
 

14 at AFOSI field extensions	 destroy after completron/ter-
lIDnatiOn
 

_ 15 protective ser- reports of either completed full scale protective services at HQ APOSI destroy after 5 years, or 
Vices operations operations or letter reports reflecting the expenditure of when no longer needed, 

APOSI resources to provide limited protective assistance wluchever IS sooner 
to semor officialsI--

16 at AFOSI field extensions destroy after 3 months, or
 
when no longer needed,
 
whichever IS sooner
 

17	 personnel secu- mvesnganons of personnel employed by or seeking em- at HQ AFOSI created destroy IS years after date of 
nty mvestiga- ployment from the government or whose relationship pnor to Oct 72 and main- last action 
nons for DOD otherwise With the government requires a secunty c1ear- tamed in support of DIS 
affiliated person- ance but exclusive of COpies of invesnganve reports fur-
nel DIShed by the Office of Personnel Management 

18 refugees/defec- reports, statements, correspondence and mformanonal at HQ AFOSI destroy 25 years after date of 
tors cases data filed therewith pertammg to or furrushed by foreign last action 

nationalsI--
19 at AFOSI field extensions	 destroy after I year 

20	 Special mqwry- reports, statements, affidavits, correspondence, and re- at HQ AFOSI destroy at the time an
 
APOSI person- lated records pertammg to specific mqumes mdividual's assignment to
 
nel AFOSI/ DIS IS terminated,
 

or upon Withdrawal of the 
82XX or 821XX AFSC, or 
after	 termination of repro-
curement process, wluchever 
IS later -21 at AFOSI field extensions	 destroy 3 months after com-
mand action has been com-
lnleted
 

NOTES 

1. Reports of tnvesngation conducted on an allen spouse of AF personnel assigned to AFOSIIDIS, or who possess 82XX or 821XX AFSC, or on 
whom APOSI has pendmg reprocurement action, will be filed With and destroyed under the same dispositron cntena as the AFOSI Applicant 
Processing Case File If the retention penod for the particular mvestrganon has expired 

2. Those files determined to be of possible lustoncal value, those of Widespread public or Congressional mterest, may be offered to the National
 
Archives after IS years.
 

I TABLE 124-5 I 
ITECHNICAL SUPPORT OPERATIONS 

R A B C D
 
U
 

L If the records are or
 
E pertain to consisting of which are then
 

1	 technical secunty requests, authonzanons, bnefing outlmes, lists of at HQ AFOSI destroy after 5 years
 
bnefings equipment displayed, and lists of recipienus)
 

2	 at AFOSI technical ser- destroy after 2 years
 

VICes drstricts
 

3	 technical secunty sur- requests, approvals, prehmmary surveys, area at HQ AFOSI destroy after IS years 
vey report files	 plans and schematics, clearances, requests for
 

funds, reports, etc, pertammg to a particular sur-
vey
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I	 ITABLE 124-5 CONTINUED
 

R A B C D
 
U
 

L If the records are or
 
E pertain to consisting of which are then
 

4 at AFOSI techrucal ser- destroy after 2 years, or when 
Vices districts no longer needed, whichever 

IS later (see note 1)t--
5 at AFOSI servicing dis- destroy after 3 months, or 

tncts when no longer needed, 
wluchever IS sooner-

6 at the requester or other destroy when resurvey IS 

orgamzanons completed, or when no longer 
needed 

7 techmcal support oper- techmcal surveillance records and products of at HQ AFOSI destroy under same destruc-
anons	 such surveillance that are of operational and eVI- non cntena assigned to the 

dentiary value produced in support of sub- substantive case supported 

stantive mvesnganons (see note 2)-
8	 at AFOSI techrucal ser- forward to HQ AFOSI 3 

Vices districts	 months after case IS closed or 
after command action has 

been completed, wluchever IS 

later 

9	 techmcal support re- photo support repository and support documents at HQ AFOSI destroy after 6 years
 

pository reports
t--
10 at AFOSI techrucal ser- destroy after 2 years 

Vices districts 

11 polygraph exammations reports of polygraph examinanons, statement of at HQ AFOSI destroy after IS years, or With 

consent, charts and allied papers related case file, whichever IS 

later-
12 at AFOSI field extensions destroy 3 months after close 

of related mvestlg;1tlon 

13 special invesnganve rdenn-kit reports, laboratory analysis, reports and at HQ AFOSI destroy after IS years 

services records concernmg other forensic services-
14 at AFOSI field extensions destroy after 3 months
 

15 forensic service pro- AFOSI Form 10, Forensic SCience Stansncal at HQ AFOSI destroy after 5 years
 

vided by an AFOSI Data
 

regional forensic con-

--- sultant 
at AFOSI field extensions destroy after 3 months .1.hl... 

15.2 stansncal data summanes at HQ AFOSI destroy after 2 years 

16 forensic hypnosis in- statements of consent, recordings and related destroy after IS years, or With 

terviews	 records related case file, wluchever IS 

later-
17 at AFOSI Field extensions destroy 3 months after close 

of related investiaanon 

18 forensic science policy correspondence pertaining to the operation of at HQ AFOSI and AFOSI destroy when superseded, re-
zutdance the forensic science orozram field extensions scmded or no lonzer needed 

19 forensic travel records messages of request, TOY orders and travel see tables 10-3 and 177-20 

vouchers 

20 forensic digest official and professional mformanon on forensic at HQ AFOSI see table 5-1, rule I 
science and mvesngative techruques-

21 at AFOSI field extensions see table 11-1 rule 14 

22 AFOSI trammg pro- applicants requests for trammg for forensic SCI- at HQ AFOSI and AFOSI destroy after 5 years 

grams ence scholarship and speciahzed crurunal m- field extensions 
vesnganve course programs, and related docu-
ments 

23 National Cnme In- policy guidance and correspondence pertammg at HQ AFOSI destroy when superseded, re-
forrnanon Center to operations of the NCIC/NLETS/CCHF scmded, or no longer needed 

(NCIC)-
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I TABLE 124-5 CONTINUED 

R A	 B 

U 

L If the records are or 
E pertain to consisting of 

24	 backup mformation on NCIC terminal entnes 

into the NCIC computer 

r--
25	 HQ AFOSI terminal entnes mto the NCIC com-

puter 

r--
26 

r--
27 

r--
28 

r--
29	 FBI validation hstmzs 

NOTES 
1. Copy of recurnng surveys Will be retained until resurvey IS completed. 
2. Retain for a minimum of	 10 years 

I TABLE 124-6 I 
I SOURCE RECORDS 

R A B 

U 

L If the records are 

E or pertain to consisting of 

1	 AFOSI/Contacts 
(OSI/C)r--

2 

r--
3 

associated personnel 

5 

6 name traces matenal pertammg to name checks of foreign nation-
a1s or other personnel in overseas areas of operational 

- interest to US agencies/ AF acnvines 

...L 

7 

8 source register Identification data pertaimng to AFOSI contacts 
(OSI/C) 

9 source register (CSI AFOSI Form 153 

- cards) 

10 

11 source dossier (CS)	 mvestiganons and other data pertammg to coded 
sources (CS)-

AFR 12-50 Vol II 30 October 1987 

C	 D 

which are then 

destroy 3 months 
entry IS removed 
computer 

after 
from 

related 
the 

on deserters destroy (remove) entry from 

computer upon return of 
member to rmhtarv control 

on weapons destroy (remove) entry from 

computer after 15 years, or 
when weapons are recovered, 
whichever IS sooner 

on stolen 
torcyc1es, 
plates 

automobiles, 
and hcense 

mo- destroy (remove) entry from 

computer after 4 years, or 
when Items are recovered, 
whichever IS sooner 

on stolen property destroy (remove) entry from 

computer after I year, or 
when property IS recovered, 
whichever IS sooner 

at HO AFOSI destroy when superseded 

C D 

which are then 

at HQ AFOSI destroy 15 years after contact 
IS nermanentlv terminated 

at district source coded send to gammg district If 
officers (SCOs) OSI/C IS transferred or de-

stroy after 1 year If all per-
tment data has been previ-
ously forwarded to HQ 

AFOSI 

at lower levels send to distnct SCO after 
OSI/C IS transferred or per-
manentlv terminated 

at HO AFOSI destroy after 15 years 

at AFOSI field extensions destroy after 2 Years 

at HQ AFOSI destroy after 15 years 

at AFOSI field extensions destroy after 1 year or when 
no longer needed, whichever 
IS sooner 

at HQ AFOSI destroy 15 years after contact 
IS pennanently terminated 

destroy 10 years after CSI IS 

terminated 

at AFOSI field extensions destroy 2 years after CSI IS 

tennmated 

at HQ AFOSI destroy 15 years after CS IS 
terminated 
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I TABLE 124-6 CONTINUED I 
R A B C D 
U 
L If the records are 
E or pertain to eonsisnng of which are then 

12 at AFOSI field extensions destroy I year after termma-
tlon 

13 source register (CS) Identification data pertammg to CS at HQ AFOSI destroy IS years after CS IS 
termmatedI--

14 at AFOSI field extensions	 destroy I year after CS ISter-
rmnated 

15	 area source pro- rdennficanon data pertammg to ASP personalrties at HQ AFOSI destroy \0 years after terrruna-
gram (ASP) dos- tlon 
siersI--

16 at AFOSI field extensions	 destroy I year after terrruna-
non 

17 ASP source cards AFOSI Form 159 at HQ AFOSI	 destroy \0 years after termma-
tlon'---

18 at AFOSI field extensions destroy 3 months after termr-
nation 

19 potential sources Identification and related data pertammg to potential at AFOSI activities destroy after they become 
sources active/transferred or terrm-

nated 

20 open sources Identification and related data pertammg to open at AFOSI acnvines destroy after termmanon 
sources 

21 SCO bum hst idennficanon of mdrviduals concerned at HQ AFOSI destroy IS years after date of 
onzmal record:---

n at AFOSI field extensions destroy 5 years after date of 
onmnal record 

23 monthly statistical stanstical data at HQ AFOSI and AFOSI destroy after I year ) data report field extensions 

I TABLE 124-7 I 
IAFOSI~GATIVESUPPORTRECORDS 

R A B	 C D 

U
 
L If the records are
 
E or pertain to consisting of which are then
 

1 evidence logs	 ledgers reflecting acquismon and final disposition of ~t HQ AFOSI and AFOSI destroy 2 years after the 
evidence obtained durmg the course of an mvestiga- field extensions close-out date of the log 
tlon (all ledger entnes indicate 

final disposmon of all eVI-
dence) 

2 mdex documen- names of subjects, mcidentals, VICtimS,and file at HQ AFOSI and AFOSI destroy when related case 
tanon	 numbers extracted from mvesnganve records and field extensions file ISdestroyed 

placed on index cards or computenzed for location 
and research purposes (includes AFOSI mformanon 
10 the Defense Central Index of Invesnzations) 

3 (RESERVEDl 
4 haison and juris- letters of agreement, status of forces agreements. and at HQ AFOSI retire as permanent (see 

dictronal agree- other similar or related records dealmg With liaison note 3) 
ments matters of mutual interest With and render requisite 

assistance to mvesngative, law enforcement, intelh-
gence, countermtelhgence, and other US and foreign 

I-- government agencies 

5 at AFOSI field extensions destroy when no longer 
needed 

6 complamt form file specific and nonspecific Investigative matenal at detachments, resident destroy after I year ) agencies, and operatmg loca-
nons 
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ITABLEl~7 CONlTNUED 

R A B C D 

U 

L If the records 

E are or pertain to consisting of which are then 

7 statistical docu- collection of workload and man-hour stanstics con- at HQ AFOSI destroy after 5 years 

r- ments cernmz mvesnaanons and related activities 

8 data listings of techrucal support case With related destroy after 10 years 

r- correspondence, data cards and tapes 

9 at AFOSI field extensions destroy after 1 year 

10 school and college test booklets and scoring stencils used by AFOSI as a destroy when superseded 
ability tests prescreemng device In selecting apphcants for or obsolete 
(SCATS) AFOSI mvestrzanve dutv 

11 authority to Issue rosters of special investigators courses/classes, letter destroy after 1 year or 
badges and creden- of authonzation for reservists, and related corre- when no longer needed, 
nals spondence, used as Identification for personnel who whichever IS sooner 

qualify for and who are eligible to be ISSUedbadges 

and credentials 

12 badges, credentials, creden nals at HQ AFOSI destroy 6 months after 
receipts and inspec- cancellation or when 

r- non records superseded 

13 badge and credential receipt (copy 1) sent to AFOSI District 8 destroy when superseded 

upon surrender of badge and or no longer needed 

I-- credentials 

14 badge and credential receipt (copy 2), ADP card, at HQ AFOSI 

r--- machine hstl~ and inspecnon/mventorv reports 

15 badge and credential receipt (copy 3) and mspection agents receipt copy reports destroy when no longer 

I-- reports at AFOSI field extensions needed 

.l.L- badze and credential recemt (COPV4) at AFOSI Distnct 8 

16.1 badge and credential receipt (copy 5) at HQ AFOSI destroy on surrender of 
badge and credentials to 
wluch they pertain 

17 investigative control summary of information and data contained In at drvision and branch levels destroy after 5 years, or 
summanes and data reports of investigation, command actions, and to estabhsh controls and when superseded, obsolete 
cards review board deCISIOns susoenses to follow cases or no longer needed 

18 AFOSI mvesnga- factual and graphic resumes pertauung to AFOSI at HQ AFOSI/ ACM destroy after 5 years 
nve resumes for activities and to pertinent patterns and trends In per-
USAF commanders sonnel secunty, counterintelligence, cnmma! and 

fraud investigations, and actions taken against sub-

- jects of investigations 

19 at other offices destroy when no longer 
needed 

20 (RESERVED) 

21 (RESERVED) 

22 objectionable pictures, books, etc at HQ AFOSI destroy after 1 year, or 
matenal when no longer needed. 

whichever IS sooner 
23 AFOSI apphcant apphcant processing records, COpies of personnel at HQ AFOSI wluch were destroy after disapproval 

investigative proc- secunty investigations and records relating to the disapproved or terminated or termination 

- essmg suitabrhty and retamabrhty of the mdrvidual 

24 at HQ AFOSI wluch were destroy at the time an mdr-
approved Vidual's assignment to 

AFOSIIDIS IS terminated, 
or upon Withdrawal of the 
82XX or 821XX AFSC, or 
after termination of repro-
curement process, which-

- ever IS longer 
25 at AFOSI field extensions destroy 3 months after 

completed action IS for-
warded to HO AFOSI 
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I	 ITABLE 124-7 CONTINUED 

R A B C D 
U 
L If the records 
E are or pertain to consisting of which are then 

26	 wire tapping and reports and records required by AFR 124-18 on the at HQ AFOSI and accumu- destroy under same de-
eavesdropping rec- inventory and use of wire tappmg and eavesdropping lated by mvesnganve per- struction cntena assigned 
ords devices sonnel to the substantive case sup-

I oorted (see notes 1 and 2) 

27	 identr-krt composite idenn-kit composites at AFOSI field extensions destroy after 5 years 

constructed in un-
known subject cases 

28	 fraud/cnmmal reports, correspondence and related records on fraud at HQ AFOSI destroy after 3 years 

bnefing program mission bnefingsf--
29 at AFOSI field extensions destroy after I year 

30 speciahzed cnme mformanon reports, special studies and reports, drug record COpies at HQ AFOSI destroy after 6 years 

reports and studies	 abuse informanon, etc, that provide for AFOSI and
 

AF commanders current Information on types of
 
cnmes, methods used, reasons and trends
f--

at AFOSI field extensions destroy after 2 years ~ 
32	 at units destroy after I year 

33 fraud evaluations	 district fraud manager unit evaluation reports con- at AFOSI field extensions
 

sistmg of letters messages and stansncal data
 

*34	 contraband drugs accountabihty of drug trairung aids (AFOSI Form destroy I year after last 
and paraphernalia as 32) and drug traming aid Inventory record (AFOSI entry 

trammz aids Form 33) 

) 

NOTES 
1 Offer records for permanent cases to the National Arcluves With related case under DOD guidehnes specified In NCI-33O-76-I, 6 May 1976 

2 Retain for a mimmum of 10 years 

3 Offer to the National Archives In 5-year blocks when latest record IS 25 years old 

125. Security Police. These tables cover records relating to general policies and procedures goverrung the enforce-
ment of mihtary discipline, motor vehicle traffic control, pnsoner confinement and retraining, mamtenance of stand-
ards of conduct, and management of the sentry dog program. 

I ITABLE 125-1 

ISECURITY POLICE 

R A B	 C D 

U
 
L If the records are
 

E or pertain to consisnng of whIch are then
 

1 complaints and In- incrdent/complamt reports, receipt of pnsoner or at secunty pohce destroy after 3 years (see note 

cidents detained person, With affidavits, sworn statements, 6) 
reports to CIvIl police, and confinement requests-

*1.1	 COpies at other activ- destroy when no longer 
Illes needed-

2 mdividual reference forms of mdividuals listed as at secunty police destroy 3 years after close of 
suspects or subjects for any offense year when last entry was 

made (see note ~_-
2.1 mdividual mcident reference forms of mdividuals	 destroy 3 years after close of 

listed	 as Witnesses, complainants or victims year when last entry was 

made, upon separation from 
the service, termmation of 
employment or transfer, 
whichever IS sooner-

(RESERVED)-L-
4	 secunty police acnvmes reports and supportrng docu- at secunty police destroy after 2 years 

ments-
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ITABLE12~1 CO~ED 
R A B C D 

U 
L If the records are 

E or pertain to consisting of which are then 

5 senous cnmes/mctdents reports and/or related sum- at MAlCOM OPRs destroy after 3 years or when 

manes not mamtained with other senes no longer needed, whichever 

I---
IS sooner 

5.1 copies other than rule 5 destroy after I year or when 

no longer needed, wlnchever 

I---
IS later 

5.2 AF Law Enforcement Terminal System (AFLETS) at secunty pohce destroy after 3 years or when 

forms all entnes on form are deleted 

from the NCIC computer, 

- whichever IS later 

5.3 AFLETS computer entnes destroy (cancel) when entry IS 

no longer valid 

6 desk blotters a chronological record of dehnquencies, mcidents, destroy I year after date of 

- messages, etc last entry_ 

7 mformation COpies destroy after 3 months or 
when no longer needed, 
winch ever IS sooner 

8 mordent mvestiga- records accumulated by secunty pohce pursuant to at security pohce destroy after 3 years 

I--- non cases mvesngations of incidents and cnmes 

I) other agencies mvesngative reports received from return to appropnate activity 

AFOSI .per table 205-3 

10 absentee case files data on absentees wanted by the Armed Forces, see rules I, 2, 8. and 9 

(see table 35-1) reports of return of absentees. records on escaped 
pnsoners sentenced to discharge, forms and/or 
requests for service records and allied papers, reports 
of apprehension of absentees leads for apprehension 

11 (RESERVED) 

12 (RESERVED) 

12.1 property receipt AF Forms 52 for property found and not to be used destroy 3 months after dispo-

I--- records as evidence smon of property 

13 receipts and related correspondence for property of destroy 3 years after dispo-
detamed personnel, and property impounded, seized sinon of property (see note I) 
as evidence or otherwise held by security police 

13.1 dnver records mformatron on motor vehicle accidents and Violations destroy I year after disposi-
used for point assessments, revocation or suspension, non of entnes lAW AFR 

and other actions affecting dnvmg pnvileges 125-14 or when mdividual or 
sponsor retires, or terminates 

employment, wlnchever IS 

sooner (see note 3) 

14 traffic reports reports of traffic accidents, mcidents, and related tick- destroy after 2 years. 

t--- ets and VIOlatIOn notices 

rlhl-- tickets or Violation notices at secunty police 

14.2 VOIded Violation notices destroy 3 months after posting 

and forfeiture of collateral, or 

I--- dismissal 

15 reports of traffic studies, mcludmg those winch reflect destroy on preparation of new 

the volume of vehicular traffic entenng or departing or amended report 
an mstallanon or access road 

16 secunty pohce pa- special reports relating to activities or conditions at secunty pohce destroy after I year 

I--- trol reports 

16.1 nhvsical secuntv check records destroy after 3 months 

17 permits and regis- records of property and penmts Issued, excluding destroy I year after departure 

tration records nnvate vehicle records of owner on TDY or PCS 

18 firearm authoriza- USAF employee firearm authonzanon, and related record copies destroy 2 years after expira-

'-- tion for employees records non or revocation 



7 AFR 12-50 Vol II 30 October 1987 277 

ITABLE 125-1 CONTINUED I 
R A B C D 
U 

L If the records are 

E or pertain to consisting of wbtch are then 

19 individuals' copies destroy rmrnediately on revo-
cation or expiranon date. 
whichever IS sooner 

19_1 (RESERVED) 

20 project identificatron forms from owner which Identify property under AIr at secunty pohce destroy I year after owner has 

narncinanon notice Force Cnme Prevention Prozram been reassumed or separates 

21 entry control records registers of personnel, motor vehicles or other prop- destroy after 3 months 

erty moving Into or from restncted or controlled 
areas 

22 barred personnel records pertammg to persons prohibited from entenng for active mstallanons destroy 3 years after removal 
US mrhtary mstallanons for cause, r e , those who are from the barred hst 
secunty-Ioyalty risks, who possess undesirable traits 
of character or whose conduct IS prejudrcial to good 

- order and disciphne 

23 for macnvated mstal- destroy after 3 years 
lations 

24 Armed Forces Disci- reports of board proceedmgs, recommendations to the destroy after 5 years 

phnary Control board, suppornng records 

- Board 

25 charter or direcnve creating board destroy 5 years after board IS 

- dissolved 

26 records related to off-limit actions destroy 5 years after off-limrts 

f--- action IS VOided 

27 board member files see table 25-3 

) 28 rrnhtary 

(MWD) 
working 

trammg 

dog trammg and utihzanon performance 

narconcs/explosives detectors, and 

ficatrons for control of trammg and 

records such as 

MWD team cern-
use as legal eVI-

destroy after 
ment of dog 

death or retire-

dence of a doJts team rehabrhtv 

28_1 MWD health and ser- immumzanon, chrucal health certificates, X-rays, vet- destroy when no longer 
vice ennary exammations, weight charts, certtficates of needed (see note 4) 

death, necropsy reports, and other standard medical 
forms prescnbed by 163-senes directives and AFR 

400-8 

29 MWD program status statisttcal reports on MWDs, handlers, and kennel at HQ AFOSP destroy after 2 years 

reports support strength, program change notifications, and 

f--- MWD requirements projections 

29.1 at MAJCOMs and destroy after I year 
umts 

30 personnel rdennfica- see table 30-2 

tion credentials 

31 Identification card 

control logs 

32 rdentificanon card 

annhcanons 

33 orovisronal oasses 

34 receipts for rdenti-
ficanon credentials 

35 restncted area badges 

36 mspecnon reports findings and recommendations resultmg from mspec- at activities performing destroy 2 years after all 
nons of ammumnon and weapon storage facilities, mspection follow-up action IS completed 

fund activmes, etc to detenrune an acnvity's capabih-
ties to protect government property, take corrective 

'-- action and for use in self-mspections 
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ITABLEI2~1 CONTTiNUED 

R A B C D
 

U
 
L IT the records
 

E are or pertain to consisting of whicb are then
 

36.1	 at inspected acnvines destroy after next mspection/
 
test or upon correction of all
 
deficiencies, whtchever IS
 

later
 

37	 firearm or war tro- at secunty pohce destroy 3 years after final
 
phv confiscatron disoosmon of orooertv
 

38	 resource protection procedures for normal and emergency protection of master plans destroy 1 year after super-

plan (see table nonpnonty resources seded by new plan.
 
207-1)


f---
39 other than master olans destroy when superseded 

40	 secunty contatner records used on contatners/vaults for stonng funds at central depositones destroy after 3 months
 

check record
-
41	 outside of central depos- destroy after superseding rec-

itones ords are prepared
 

42	 firearm/ammumnon forms/records used m conductmg daily mventones destroy after 3 months
 

mventorv records
 

43 field interviews	 data gathered about the presence of persons or cir-
cumstances in law enforcement~trol areas
 

44 alarm system test test records for intrusion detection alarm systems destroy when a new form IS
 

records prepared or when no longer
 
needed whichever IS later
 

45 narcotic trammg controlled substance order forms, accountabilrty rec- destroy after 2 years
 

aids ords, mventory and audit reports, records of de-
struction and venficanon of shrpments jsee note 5)
 

46	 pick up/restricnon Identification and physical descnptton of mdrvidual record copies filed WIth see rule 1
 

orders and reason for order bemg Issued the mcident/cornolamt files
~ 
47	 copies at secunty pohce destroy after I year, or when
 

within issuing and at other member IS picked up, or the
 

mstallanons order IS cancelled, as appro-
lpnate 

48 secunty pohce com- plans, schedules, rules, correspondence and related at host MAJCOMs destroy after 2 years or when
 

petitions records superseded, whtchever IS
 

sooner
r-- :49 at other MAJCOMs	 destroy after 1 year 

NOTES 
Ftle records used m board proceedmgs and chums WIth the records to whtch they pertain. 

2 Retam in current files area and transfer to the gaming mstallanon on transfer of mdividual or sponsor 
3 Transfer to gaming mstallanon on transfer of tndrvidual or sponsor Destroy records on local retirees when they no longer have base registra-
non For overseas acnvines, destroy on reassignment of mdrvidual/sponsor to CONUS base for separatton 
4 Units WIll forward records on death or retirement of dog to the Military Repository, Military Dog Records, Mihtary Dog Yetennary Service 

Wtlford Hall USAF HOSPItal, Lackland AFB TX 78236 
5 Mamtam a separate file for each controlled substance shipment m active status until all controlled substances m the shtpment have been 

disposed. 
6 Incrdent/complaint reports that are used as source records for AFLETS are disposed WIth applicable AFLETS records, or after 3 years, which-
ever IS later 
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ITABLE 125-2 I 
ICORRECI10N RECORDS 

R A B C D
 
U
 

L U the records are
 
E or pertain to consisting of which are then
 

1 pnsoner personnel confinement orders, pnsoner release orders, pnsoner's	 destroy 4 years after release of 
records	 personal history, mad and correspondence record, med- pnsoner from confinement 

ical exammer's report, request and receipt for health 

and comfort supplies, report of or recommendation for 
disciphnary action, inspecnon record for pnsoner in 

segregation, request for interview, pnsoner evaluation 

record mdtvidual nnsoner unhzation records 

2 (RESERVED) 

3 correction officer's prisoner's personal deposit fund records, and related destroy after disposinon of 
records records used as the basis on which a Civil claim, crum- claun, cnmmal action, or mih-

nal action or rmhtary disciplinary action has been 1Dl- tary disciplmary action, pro-
tiated in connection With an entry or omission of an vided the retention penod 

f---
entry soecified in rule 4 has elapsed 

other than those m rule 3 destroy after 4 years --L-
5 disciplmary books	 destroy 4 years after date of 

last entry -
6 correction facrhty blotters and VIsitor's registers destroy 1 year after date of 

last entry 

7 pnsoner reports and roster, reports of escaped and returned from escape at correctional facih- destroy after I year 
rosters onsoners ties-

8 dally strength records ongmals	 destroy 8 years after date of 
last entry -

9 other than ongmals	 destroy when no longer
 
needed
r---

9.1	 Security Police Correctional Actrvities Report at HQ AFOSP destroy after 3 years, or when 
no longer needed, whichever 
IS sooner 

9.2	 at MAlCOMs and destroy after I year
 
correctional facihnes
 

10 pnsoner classrfica- classification matenal on each mdrvidual pnsoner paper or microfilm destroy after 20 years (see
 
non surnmanes COpies in research col- notes I and 2) 

lecnon No I accumu-
lated by the 3320th 

Retrammg Group, 

- Lowry AFB 

11	 paper COpies or micro- destroy after I year
 
film service pnnts in
 

reference collection
 
No 2
 

12 retramees achieve- answer sheets of achievement test adnurustered to re-
ment test records tramees 

13 correctional cus- medical exammer's report, disciplmary purushment destroy 3 months after end of 
tod y case files	 letter, weekly evaluation sheet of BIrman's attitude and month m which correctional 

performance, airman's personal history, and related custody terminated 
documents accumulated as a result of nonjudicial action 

under Article 15 UCMJ 

NOTES 
1 If microfilmed, destroy paper records after microfilm has been inspected and found acceptable 
2 Retire ongmal camera master Silver negative to the WNRC, 6 months after microfilm has been accepted, for destruction after 20 years 
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I TABLE 125-3 

I PRIVATE VEHICLE REGISTRATION AND SALE 

R A	 B C D 

U 
L	 If the records are or 
E	 pertain to consisting of which are then 

1	 pnvate vehicle registra- certificates of comphance-pnvate vehicle regtstratron destroy after departure of 
nons, financial responsi- forms registrant on pes or ter-
bihty and ownership mmanon of mdrvidual vehicle 

registranon or re-registranon 

of vehicles -
2 registration Identification label (see note)	 registrant will destroy on ter-

mmatron or expiranon of 
registranon or when replaced 

by current labelr--
3	 record copies of ouhtary registranon and certificate of destroy I year after terrm-

title	 of motor vehicle forms 

r--
4 ternnorarv remstranon records 

5 pnvate motor vehicle apphcanons from ouhtary and civihan 

sales transaction chase or sale of privately owned motor 

nation of registration, sale, 
transfer of ownership, ship-
ment	 of vehicle to USA or 
other country, unless retention 
IS required by joint service 

and/or host country agree-
ment	 or arrangement-m 

wluch case, destruction will 
follow any records extension 
Send	 to gammg installation on 

intra-theater transfers (see rule 
4) 

destroy after I month 

personnel for pur- at oversea locations destroy I year after mdrvidual 
vehicles completes oversea tour 

NOTE See table 3(}-2 for disposinon of accountabihty forms such as AF Form 213, logs, registers, etc, used to Issue sub-blocks of mstallation 

pnvate velucle registranon Identification decals to official velucle registration agents 

126. Natural Resources. This table covers records relating to general pohcies and procedures govemmg the estab-
lishment and management of fish and wildlife programs at installations. These programs 
and water for forestry, outdoor recreation, hunting and fishmg and grazmg; conservation 
ment of mstallation conservation and beautification committee; etc. 

I ITABLE 126-1 

INATURAL RESOURCES (CONSERVATION) 

R A B 

U 
L If the records are or 
E pertain to consisting of 

1 fish and wildhfe con- plans, agreements, reports, photographs, 
servanon	 respondence pertaimng to the conservation 

development of fish and wtldhfe resources 

installationsr--
2 minutes of conservation comrmttee 

3 reports of SOIl and land management conservation program, 
water mg papers, and correspondence relatingr--

~ 
5 

C 

which are 

and cor-
and 

on AF 

support- feeder reports at HQ 
thereto USAF 

consohdated renorts 

at MAJCOMs and below 

6 forest management program plans, pohcies, budgeting authonzatrons, 
conservation reports, procurement of supphes, services, labor, 

construction and maintenance 

mclude multiple use of land 
of land and water; estabhsh-

D 

then 

destroy when superseded or 
on macnvanon of the instal-
lanon 

destroy after I year 

destroy on consohdation, or 
when no lonzer needed 

destroy_ after 2 years 

destroy when superseded, or 
after	 I year, whichever IS 

later 

retire WIth other permanent 
records of the installanon as 

lnrovided for m table 87-2 
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127. Safety. These tables cover records pertaining to admmistration of the AF safety program as It apphes to the 
whole area of accident prevention. 

I ITABLE 127-1 

I SAFETY PROGRAM ADMINISTRATION 

R A B C D 
U 
L U the records are or 
E pertain to consistiag of which are then 

1 safety program coordi- letters requestmg/certifymg that E-I teams have at urut of assignment destroy I year after Job IS 
nation received safety mdoctnnanon bnefings at bases to completed 

winch they are deployed 

2 safety studies mdivrdual studies winch disclose areas 10 human at HQ USAF/IGD destroy when superseded, 
factors or 10 design, trammg, operations, or obsolete or no longer needed 
maintenance of AF equipment that may have an (EXCEPTION see para 
accident potential, and supporting records 3-2d(l) Vol I, AFR 12-50, 

for disposal of collections of 
such records considered 

- worthy of preservation) 

3 at MAJCOMs and helow destroy when no longer 
needed 

4 safety VISIt reports final reports and supporting correspondence re- at HQ USAFIIGDS destroy after 3 years 
lanng to findings and recommendations dunng 

t--- safety VISitS 

4.1 at wing/base safety offices destroy after I year 

5 construction, explosives site plans, drawings, specificauons, explosives destroy when superseded, ob-
facihnes and/or opera- facility hcenses, explosives Waivers, deviations solete or cancelled. 
nons and other related correspondence and reports 

6 operational review re- reports, related background matenal, and corre- at HQ USAF destroy 2 years after the 

ports spondence, accumulated as a result of DOD- weapon system IS declared 
required periodic reviews to re-examme the ade- obsolete, non operational or 
quacy and suitabrhty of safety features in weapon dropped from the AF mven-
design procedures throughout the stockpile-to- tory 

- target sequence and safety rules 

7 at MAJCOMs destroy when obsolete or no 
longer needed 

8 hazard reports reports, WIth related attachments and correspond- destroy after 5 years 

ence, concerning but not hmited to mISSIle, 
ground and flying hazards 

9 safety programming inspecnon safety survey program, field effort destroy after programming 

inneranes, team personnel rosters and change the next year's safety cov-
sheets, records on personnel augmentation, and erage 

information I~ertment to specific safetv field efforts 

10 safety council meetings minutes of meetmgs related to flight, ground/ destroy after 1 year 
explosive, missile and nuclear safety operations 
and their Improvement 

11 safety education rna- originals of any matenals included in final pubh- destroy when no longer 
tenal cations such as safetv magazines kits etc needed 

12 ground safety manage- reports concerning accident prevention acnvmes destroy after 2 years 

ment with idennfying problems, surveillance of accom-
phshrnents and evaluatmg prevention actrvities 

13 pnvate motor vehicle records of traffic safety training, inspection of WIth PMV flight super- destroy when mdividual IS 

(PM V) fhght record member's personal vehicle, mvestiganon of traffic visor promoted to E-5 and attains 

accident, and related correspondence the age of 26, upon reaching 
the age of 26, regardless of 
grade, when reassigned to 
another command or loses 

) 
dnvmg privilege for remain-
der of tour 10 the command 

10 which the privileges were 

WIthdrawn 
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C 

which are 

with PMV control unit 
supervisor 

C 

which are 

at HQ AFISC 

microfilm at HQ AFISC 

at MAlCOMs and below 

record COpies 

at MAJCOMs and below 

at units 

Vol II 30 October 1987 

D 

then 

destroy on reassignment to 

another MAlCOM, discharge 
or termmanon of employment 
WIth the AF 

destroy when no longer 
needed 

destroy 5 years after closing 
action taken 

destroy 1 year after vanance 

termmated 

D 

then 

destroy after microfilm COpies 
have been determined to be 

adequate substitutes (see note 
I) 

destroy after 30 years, or 
when no longer needed, 
whichever IS later 

destroy after 2 years, or on 

macuvanon of the acnvrty, 
whichever IS sooner (see note 

2) (EXCEPTION same as 
rule 50) 

destroy after 5 years 

destroy after 2 years, or on 

macnvanon of the activity, 
whichever IS sooner (EX-
CEPTION MAJCOMsmay 

retain for 5 years those por-
nons of reports and attach-
ments that are essential to 
safety analysis] 

destroy after I year 

destroy when no longer 
needed 

282 

ITABLE 127-1 CONTINUED 

R A 

U 
L If the records are or 
E pertain to 

14 PMV control umt rec-

.' 
ords 

r 15 danger tags 

" .',,' 16 hazard abatement plans 

17	 vanances to AF occu-
pauonal safety and 

health (AFOSH) re-
quirements 

I TABLE 127-2 

IMISHAP REPORTING RECORDS 

B 

consisting of 

notification of assignment to PMV control unit, 
accident reports, trammg records and related 

correspondence 

USAF Hazard Abatement Log 

requests for vanances, related records, records of 
vanances, and alternate safetylhealth measures 

R A 

U
 

L If the records are or
 
E pertain to
 

1	 aircraft, missile, ex-
pIOSIVes, and nuclear 
mishap reports (also see 
table 122-3, rules 3, 4, 
and 5)I--

2 

I--
3 

4	 ground accident re-
ports
I--

5 

6	 flight, ground, and 

mumtions mishap para-
phrased information 
messages 

7	 automated mishap data 

mishap cards, logs, and 

mventones 
8 

B 

consisting of 

USAF mishap report senes, WIth pertinent attach-
ments, records and related papers used in report-
mg and mvesngatmg mishaps under AFR 127-4 

USAF accident report senes, WIth pertinent 
attachments, records and related papers 

essential mformanon from selected mishap reports 

punched cards and magnetic tapes which are 

coded information relative to mishap causes, 
phase of operation, type of accident, crew inju-
nes, damage, time and place of occurrence, 
weather conditions etc 

records used as an aid In researching for occur-
rences mvolving specific vehicles and/or mdi-
viduals 
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I TABLE 127 2 I- CONTINUED 

R A B C D 
U 
L U the records are or 
E pertain to consisting of which are then 

9	 accident/mcident refer- records used to research specific occurrences at HQ AFISC destroy after 2 years 
ence sheets mvolvmg aircraft and missile accidents/tncidents-

10 microfilm comes destroy after 30 years 

11 pilot repeater files EAM cards winch serve as a record file of rated at HQ AFISC destroy when no longer 
mdividuals involved In one or more accidents/ needed 
incidents 

12 occupational injuries OSHA Form IOOF, Log of Occupational Injuries at orgamzational levels destroy after 5 years 
and Illnesses and Illnesses, OSHA Form 102F, Summary Re-

port of USAF Occupational Injuries and Illnesses, 
and OSHA Form 102FF, Annual Summary Re-
port of Federal Occupanonal Accidents 

NOTES 
I Reports of those accrdents/mcrdents winch resuJt In Wide public interest, congressional inquiry or invesngation, or possible change In relations 
WIth a foreign nation, will be retired as permanent 
2 Records pertammg to Senior Crown and Senior Year aircraft will be destroyed 2 years after weapon systems are declared obsolete, or dropped 

from AF Inventory 

I TABLE 127-3 I
 
I MISHAP SUMMARIES I
 

R A B C D
 

U
 

L U the records are
 

E or pertam to consisting of which are then
 

) 1 mishap summanes equipment and personnel analyses on mishaps destroy when superseded, ob-
winch have occurred dunng a specific penod, solete or no longer needed 
mcludmg survival and ejection summanes f " 

2 ground accident sum- ground accident summanes, forms, and corre- destroy after 2 years 

manes spondence, winch constitutes a prehmmary 

monthly summarv of ground accidents 

3 (RESERVED) 

4 USAF accident bul- stansncal tables that summanze under one cover destroy when no longer 
letms the USAF accident experience for a calendar year	 needed 

I TABLE 127-4 I
 
IALLEGED FLYING VIOLATIONS
 

R A B C D
 

U
 

L U the records are or
 
E pertain to consisting of which are then
 

1	 final reports of mvesti- reports of outstanding sigruficance, such as alleged retire as permanent (see note) 
ganons flymg VIOlations of international borders-

2 reports of not outstanding sigmficance	 destroy 2 years after case IS 

reviewed, analyzed and/or 
closed-

3 reports of flying evaluations board proceedings	 dispose of With the records of 
winch they are made a part -

reports of court-martial proceedings....L 
reports of claims against the government ...L 
reports made Dart of aircraft accident reports....L 

7 information COpies of reports	 destroy I year after mvesti-
zanon IS completed 

)	 NOTE Offer to the National Archives 10 5 year blocks when latest record IS 25 years old 
· J 
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136. Armament. These tables cover records relating to general pohcies and procedures goverrung the development, 
testmg, evaluation, and maintenance of armament equipment, the receipt, storage and handhng of armament, and the 
modifications, reconditionmg, demihtanzation, manufacture, surveillance and destruction of ammunition and explosive 
matenel Armament mcludes bombs and warheads (including nuclear types), guns, rockets, fuzes, air-to-air and 
air-to-ground guided missiles and associated components; small arms, explosive matenals, flares and propellants; 
toxic, screenmg, and incendiary murutions, ejection and release equipment; spray mechamsm; fire control and bomb-
109 systems; equipment components, accessones, supphes and fixtures. 

ITABLE 136-1 I 
IARMAMENT TRAINING I 

R A B C 0 
U 

L If the records are 

E or pertain to consisnng of which are then 

1	 mdrvidual weap- personnel/crew evaluation reports used to update load destroy after I year or when reo
 

ons/ aircraft trauung and certtfi- placed by equivalent evaluation
 
evaluation and cation documents
 

certification
'---
1.1	 used to record cern- destroy when superseded, or when 

ficanon and an mdividual has been relieved from 
decertification duties requiring certification Send 

with consohdated trammg record 
when mdrvidual IS reassigned (see 

table 35-1 rule II~ 
1.2 load trairung and certification records for	 destroy when superseded, or when 

cernficatron	 of mumnons loading crews. an individual has been reheved from 
weapons loading Send With con-
sohdated record when an individual 
IS reassigned (see table 35-1 rule 1) 

2	 mdrvidual born- records of bombing and gunnery practice and bomb- destroy after completion of trairung, 
bardment and gun- mg rmssions provided data required for mdrvid-
nery trammg ual traming records have been 

extracted and entered on appro-
Ip_nate record 

3	 general bombard- trammg m air-to-air and air-to-ground gunnery and destroy after 6 months
 
ment and gunnery bombing, such as instructor log reports, bombing
 
trammg range log, bomb trainer target sheets, and bombing
 

oroficiencv work sheets 

4	 (RESERVED) 

5	 ground weapons AF Form 710, Ground Weapons Trauung Record at range offices destroy after 3 years
 
traimng and
 

maintenance
'---
5.1	 correspondence, requests, notices, or similar data destroy after I year
 

used to reflect the time, area and type of finng In
 

scheduhngj)ersonnel for small arms trrunmg
r--
5.2	 local procedures estabhshing safety measures, dispose of as background matenal to 

storage, Issue and maintenance of equipment wluch the related pubhcanon (see table 
result In the ISSuance of a pubhcanon 5-1) 

AF Form 522 Ground Weaoons Traimna Data at individual's Unit see table 50-2 rule 62:.L 
*5.4	 Combat Arms Management Information System destroy after 5 years (see note)
 

(CAMISt Reoort (In oap_er form only)
 

*6	 distinguished PIS- individual record of awards (pistol) and (nfie) 5 x 8 at HQ ATC destroy after 30 years
 
toll nfieman cards recording credit pomts earned
 

badzes
 

7	 explosive ordnance records accumulated m the program of continuous individual profi- destroy 18 months after they are
 
disposal trammg wluch IS essential to mamtenance of profi- ciency trammg completed
 
proficiency ciency up to standards estabhshed m Job Proficiency record forms
 

-	 GUide 46470 for entered on duty personnel 
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I	 ITABLE 136-1 CONTINUED 

R A B C D
 
U
 
L If the records are
 
E or pertain to consisting of which are then
 

8 certification control destroy after they have been com-
registers pleted and replaced by new venfied 

rezrsters 

9 ammurunon records	 expenditures of arnmurution trammg allowances for destroy after 2 years
 
mdividuals uruts. and activities
 

10	 murutions allow- requests, changes, estimates, and related records destroy when superseded
 
ances
 

NOTE If CAMIS becomes m whole or In part a maclune-readable records system,	 such ADP records are not authonzed for disposal 

I ITABLE 136-2 

I IARMAMENT 

R A B C D
 
U
 
L If the records are or
 
E pertain to consistIng of which are then
 

1	 ammumnon and ex- ammumnon disposmon reports or sumlar forms ongmals main tamed as see table 67-4 
plosive matenel	 used to report and request authonty to dispose of property vouchers to the
 

obsolete or unserviceable ammumtion, components stock record account
 
and explosives
 r--

2	 below major subordinate destroy after 2 years 
commandsf--

2.1	 at major subordinate destroy after I year or when 

) 
commands and above no longer needed, wluch-

ever IS later -
3	 inspection and storage reports, pen odic reports of destroy after I year or when 

availabihty, requirements, mventones, and con- superseded by a new report, 
sumntion and related corresoondence whichever IS later 

4	 waivers or exemptions authonzanons for waivers or exemptions to em- at HQ USAF destroy 2 months after date 
to explosive safety and pineal distances in relation to quantity of explo- of expiration. 
quantity-distance en- SIVes accumulated mcident to mspections con-
tena cernmg safety, surveillance, renovation, preser-

vation, repair, modification,	 dennhtanzanon, manu-
facture, and destruction of ammunition and explo-
sive matenel -

5 at other than HQ USAF	 destroy immediately after 
date of expiration 

6	 arnmumnon and ex- cards mamtained as a cumulative record covenng destroy 2 years after 
plosive matenel sur- the entire penod of storage at an mstallation ammumtion IS slupped or 
veillance otherwise disposed of, or 

when superseded, wluchever 
IS sooner 

7 explosive ordnance dis- form reports and related records at origmatmg umts and destroy after I year 
posal (EOD) mtermediate reviewmg 

acnvrnes/staff offices-
8	 at MAJCOMs and tech- destroy when no longer 

mcal schools needed-
*9	 at Det 63, Ogden ALC, destroy after 5 years 

NA VEODTECHCEN ~ 
10	 for EOD proficiency see table 136-1
 

tranung
 

11 key control and Issue	 destroy I month after all 
log	 entry spaces are used and 

replaced by a new log, If no 

longer recurred 
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I TABLE 136-2. CONTINUED 

R A B C D
 

U
 
L If the records are or
 
E pertain to consisting of which are then
 

12	 aircraft armament and murutions configuration and expenditure docu- destroy when data has been 

mumtions configuration ments	 extracted and entered on 

appropnate records or when 
no Ion er needed 

13	 covenant not to sue- completed records imnated In the Interest of destroy 2 years after date of
 
hold harmless agree- USAF which may involve civihan claims at a later incident per federal tort
 
ments date used In conjunction with providing EOO claims act
 

assistance to civil a encres
 

14 nuclear ordnance ship- message report consisnng of nuclear ordnance at MAJCOMs destroy after 1 year or when
 

ping schedule (NOSS) slupment requirements to support contingencies, no longer needed, whichever
 
war plans, SlOP/alert posture and/or emergencies IS later see note
 

15 below MAJCOMs destroy 3 months after all
 
movements are completed or
 
when no longer needed,
 
whichever IS later see note
 

NOTE These records are not	 retired to federal records centers 

140. Services. This table covers records pertaining to policies and procedural guidance concerrung the use, require-
ments, computation, preparation of budget estimates and financial plans; Issue, accounting for, redistribution, and 
maintenance of all furniture and apphances furnished to housekeeping and nonhousekeeping quarters; and applies to 
housing and supply officer functions at all activities down to base level. 

I ITABLE 140-1 

I HOUSING MANAGEMENT RECORDS 

R A B C D 

U 
L If the records are or 
E pertain to consisting of wluch are then 

1 furniture or apphances	 Jacket files, includmg request for Issue or turn-in, tem- destroy when new control 
porary Issue receipt, certificate of mventory, and related records are prepared for sub-
correspondence used to control the Issue, exchange, sequent occupants, or when 

and/or turn m of furruslungs or apphances provided for furruture or apphances are 

tenants of econom or ovemment uarters dis osed see note 

2 quarters control	 locator card forms used to control tenancy assignments destroy when obsolete or no
 

and uarters vacancies Ion er needed
 

NOTE When a c1atm for damage, undue wear, or loss of property IS pending, retain records until the claim	 has been sansfactonly cleared. 

I TABLE 140-2 

I PRIME RIBS R-PRIME READINESS IN BASE SERVICES) RECORDS 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

1 postunng (plannmg) manning requirements (MAJCOM and base) With related HQ USAF and destroy after 2 years 

r-__r- ~c~o~rr~es~~n~d~e~n~c~e~------------------------------_ibelow 

2 manpower recommended, approved, or disapproved conversions, destroy after 2 years or when 

and upgrade/downgrade actions no longer needed, whichever 
IS later see note 

3 deployment	 volunteer requests, requests for assistance, deployment destroy after 1 year
 
instructions and reports for both MAJCOM and USAF
 
directed de 10 ments
 

4 contmgency/operanons plans With related background matenal desfroy when superseded
 

lans
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I TABLE 140-2 CONTINUED I
 
R A B C D
 
U
 

L If the records are or
 
E pertain to consisting of which are then
 

5 readiness committee minutes of meetings destroy after 2 years or when 

meetings no longer needed, whichever 
IS later (see note) 

6 reports trauung reports, plans, objectives, results and recommen-
dationsr--

7	 Management Evaluation Inspection/Operation Readiness
 
Insoecnon (MEI/ORn mseecnon reports and results
r--
staff assistance VISit reports and	 recommendations~ 

9	 mobihtv status reports (PR team) condition reoorts 

NOTE Not authonzed for retirement to federal records centers. 

*143. Mortuary Affairs. These tables cover records pertaining to logistic functions incident to the current death pro-
gram, the graves registration program, and the disposition of personnel effects of missmg and deceased personnel. 

I ITABLE 143-1 

I C&"IETERY AND BURIAL RECORDS
 

R A B C D
 

U -
L If the records are or
 
E pertain to consistIng of which are then
 

) 
1 cemetery operations operating records related to bunal space, cost of opera- destroy after 5 years 

nons maintenance and oneranons of base cemetenes 

2 reserving grave sites	 records reserving Sites In AF base cemetenes maintamed destroy on cancellation of 
bv narne of mdividual I grave site or reservatron r---

2.1	 cancellations hold until mstallanon IS in-

activated then send to gammg 

orgamzanon for destruction 
when no longer needed 

3	 Interment reports periodic reports of interments, available grave Sites, grave at MAJCOMs destroy after 5 years 

site reservanons, and similar reportsr---
3.1	 . at bases retire as permanent on inacn-

vation of installation or when 

cemetery IS placed In an mac-
nve status (see note) 

4 vital statistic renorts	 reports to state or local Vital stansncs offices destrov after 5 years 

NOTE Contact SAF / AADAQD for disposinon instructions If cemetery IS transferred to another federal agency or to a local government 

)
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I TABLE 143-2 

I DISPOSmON OF REMAINS OF DECEASED PERSONNEL 

R A B C D 

U 
L If the records are or 
E pertain to consisting of which are then 

1	 AF or unknown per- record copies of check hsts of current deaths OPR holds 2 years, then 

sonnel	 occurnng outside or inside CONUS, disposition of retires as permanent to 

remams=-reimbursable basis (for oversea use), WNRC (EXCEPTION see 
preparation and mspection of report, certtficate of rule 11 for rmhtary honors 

death (overseas), request for payment of funeral checklist for retirees and 

and/or interment expense, Identification findings veterans) 
and conclusions, personal property Inventory, 
instructions for disposmon of remains, order 
appointing summary court officer or escort, pur-
chase and delivery orders, paid vouchers, or Anny 
or Navy forms Similar to and used In heu of 
above 

2	 foreign nattonals who
 
died whtle In trammg
 

In the US
 

3	 AF civihan employees
 

and/or their depend-
ents and con tract
 
technical representa-
nves and/or their
 
dependents
 

4	 deceased dependents of
 
mihtarv personnel
 

5	 deceased crvihans of
 
foreign nationality em-
ployed at AF instal-
lations
 

6	 deceased personnel retatned COpies of records forwarded to respective destroy after 2 years
 

covered by rules 1 thru agencies per AFR 143-1
 

5
 

7	 Anny, Navy, Manne
 

Corps or Coast Guard
 
personnel
 

8	 State Department per-
sonnel
 

9	 US citizens furnished
 

mortuary service In
 
oversea areas at State
 

Denartment renuest
 

10 deceased personnel retained COpies of mstrucnons for drsposttion of at HQ USAF hold 2 years and then retire as
 

records remains .permanent to WNRC
 

11 mihtary honors check- completed mthtary honors checklist forms for at bases that provide mih- destroy after 4 years
 

list retirees or veterans tarv funeral honors
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144. Fuels, Propellants and Chemicals. ThIS table covers records pertammg to programmmg, procunng, receiving, 
stonng and distributmg all liquid and gaseous fuels, propellants and chemicals. It includes use of storage and han-
dling facilities and pertinent equipment, the refueling service program, bulk petroleum redistnbution and base storage 
programs, quality surveillance, and testing and inspection services. 

I TABLE 144-1 I
 
I FUELS PROPELLANTS AND CHEMICAL RECORDS
 

R A B C D 
U 

L If the records are or / 

E pertain to consISting of which are then 

1	 aviation fuels and fuels uruque ADPE printouts including receipt, at base fuel acuvtnes destroy after I year (see 
ground petroleum and storage, Issue, inventory, and Item accounting note) 
cryogenic products records and access control logsI---

2 orders placed for products from contract sources destroy 6 years, 3 months 
and corresponding receipts after exmranon of contract. t---
operating loss analysis destroy after 3 years ~ 

4 daily fuel requests and servicmg logs	 destroy after 6 months, or 
when no longer needed as 

audrtable source documents 

suppornng manpower and 
velucle authonzanons, 
wluchever IS latert---

weekly ouahtv control soot checks
~ 
4.2	 aircraft aviation fuel identaplates, ground fuel destroy when superseded. 

identanlatesI---
quarterly quality control mspecnon reports destroy after 1 year r-L-

6	 at acnvmes above base destroy when no longer 
level needed 

7 energy conservation reports, analyses, and policy	 destroy after 2 years )	-
~ 

, 

data compJltations 

7.1	 reports and records concerning fuels storagelhan- at all levels destroy after 1 year, or 
dhng capability, planned facihty/equipment when no longer needed, 
changes, fuel facility damage assessment/repair, wluchever IS later. 
and fuel sunnort nlans 

8	 avianon fuel and oil certificates of tax exemption furmshed by contract, at base fuels acnvmes and destroy after 3 years. 
sales charter and CIVil aircraft operators SA-ALC 

9	 test records laboratory test results at area testing laboratones destroy after 6 months or 
.	 when no longer needed as 

auditable service documents 
suppornng manpower and 

vehicle authorizations, 
wluchever IS later -

10	 at base fuels activities destrov after 6 months 

11	 propellant and pressur- hehum requirements data and forecast of propel- at base reporting require- destroy after 3 years. 
ant forecasts lant report ments to SA-ALC 

U hquid fuels supervisor physical profile senal report, certificate of com- at requesnng and approv- destroy upon recernficanon 

records petency, request for cernficanon/recertificanon mg acuvines or melrgibihty of mdividual, 
and aooroval 

13 inspection records	 records covenng the mspection of permanently destroy after I year 
installed base bulk fuel storage systems 

14	 construction project theater airfield capability and construction data destroy I year after Iinal 
proposals action on the proposal 

NOTE For disposinon or SBSS record registers, see tables 67-4 and 67-8 

J
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145. Commissaries. This table covers records pertaining to operation of comnussanes, includmg single manager sub-
sistence supply, obtaming and storing food, sale of food, and maintenance of appropriate records It does not mclude 
retail store or grocery section activities provided as part of the Exchange Service. 

I -TABLE 145-1 I 
ICOMMISSARY RECORDS 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

1	 surveys of military records used as b8S1Sto connnue operating store at HQ USAF, destroy after 6 years or when
 

cOIIUIllSSllCYstores MAJCOMS, no longer needed, whichever
 
(RCS. 00- regions, complexes IS sooner
 
M(AR)1lrn or bases
 

2 commissary trust records of budget requests, allocations and expends- at commissary destroy 3 years after end of 
revolving fund tures of funds regions, complexes fiscal year to which they per-

and stores tam
I---

3 Iustoncal accounting records reflectmg trend analysis atHQ destroy when no longer 
of surcharge fund expenditures AFCOMS/ ACBM needed for operational pur-

poses 

4 vendor files	 folders WIth merchandise orders, pncmg COpies, order at regions. com- see table 70-2, rule 2 (see
 

call registers, pnce lists, BDO/BP A consumption plexes, and comrms- note)
 
record and related data sary stores
 

5	 AFCOMS Form 14. maintained WIth vendor files atHQ destroy after 2 years
 

Mandatory Offer AFCOMS/DOM
 

Review & Approval.
 
control log and mes-
sages retamed under
 
the mandatory sales
 

3)rOlZram 

6	 Vendor Coupon forms used to transmit coupons destroy after I fiscal year
 
Transmittal. AF Form
 
2368
 

7	 coupon accounting manual or mecharuzed products at HQ see table 177-1. rule I and
 

records AFCOMS/ ACFC table 177-4
 

NOTE. Commissary Blanket Order Call Registers (AF Form S21) must be retamed for hfe of contract 

I-TABLE 145-2 I 
ICOMMISSARY STORE RECORDS I 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

1	 cash control records audit tapes, records. and workmg papers generated as a at customer service destroy 3 fiscal years after
 
(except for dtshonored result of performmg cash sales transacnons, and collect- manager's office close of fiscal year m wluch
 

check files. whIch are mg funds from patrons or vendors final payment IS effected. pro-

covered elsewhere m vided there are no drscrepan-
tins table) cies
I--

2 mformanon COpies destroy after I year or when 

retamed elsewhere no longer needed. whichever 
IS sooner 

3 pnce lists	 quarterly depot pnce lists and supplements thereto. sin- destroy I year after February
 

gle manager subsistence pnce lists and supplements, inventory
 

local purchase nnce lists
 

4	 COIIUIllSSllCYvoucher Smgle Store Commissary Voucher and Control Record at the control office destroy after 2 years (note I)
 
and control records ~AF Form 2366) and SUDDOrtmlZrecords
 

5 charge sales	 abstract of receipts forms, slips WIth attached mformal
 
lists and other records relanng to charge sales
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ITABLE 145-2 CONTINUED I 
R A B C D 

U 
L If the records are or 
E pertain to consisting of which are then 

6 informal inventories gam and loss statements and inventory transaction state- destroy after I year 
ments used for summanzmg and analyzing commissary 

onerauon 

7 requismonmg, receiv- stock status reports, purchase requests, BDOs/BPAs, destroy I year after comple-
tng and transfer records requisinons, call number registers, advices of action, non of February inventory 

I-- transfer of stock tallies and related data (see notes I and 2) 

8 the following computer-produced hstings itemized 

receivmg report (PCN. Soool-RECV 1,2) WIth adjust-
ments, dally receipts register (PCN SDOOI-
RECR 1,.2), summary receivmg report (PCN 50001-
RSUM 12 3) 

9 vendor credit memos AF Form 890 at commissary store destroy 60 days after collec-
admimstranve office non action IS complete. 
and at regions 

10 vendor credit register AP Form 891 destroy 90 days after collec-
non action IS complete 

11 accountable mventones Report of Gains and Losses (AP Form 51). Inventory destroy 2 years after February 

Control Log (AP Form 359), inventory certificates, con- inventory (see note I) 
tractors' letters on dollar value and related matenal 

12 pnce adjustment documents supporting pnce adjustment vouchers destroy after 2 fiscal years. 
records 

13 commissary sales operatmg statements and related data 

reports 

14 dishonored check files Pay Adjustment Authorizatron (DD Form 1131). Cash at commissary destroy after 5 fiscal years (see 

Collection Voucher (DD Form 1139), and related stores (sensitive note 3) 
records matenal subject to 

the Pnvacy Act 
must be kept in a 

controlled area) 

15 spot-check logs used to verify shelf pnces on a penodic basis at comrmssary store destroy after 6 months 

adrmrustratrve 
offices 

16 shippmg discrepancies records concernmg contractual discrepancies; unproper, destroy I year after resolu-
defective or nusdirected shipments and related data non 

17 damaged merchandise Inventory Adjustment Monetary Account (DD Form • at commissary destroy 2 months after end of 
708), Tally In-Out (AF Form 129), and related docu- stores accountabihry penod to 

I-- ments wluch they pertain 

18 at control office destroy after 2~ears 

19 subsistence consump- Subsistence Consumption Record (AF Form 1331) and destroy after I year 
tlon related documents 

20 commissary eqwpment records of acquisinon, maintenance and disposinon of at bases or com par- destroy I year after final 
~qu~ment able level disoosnion of ecumment 

21 control of cigarette CIgarette Purchase Certificate (AF Form 183) atcomm1Ssary destroy when no sales have 

sales stores been recorded for 6 consecu-, 
nve months 

22 menu planning board board minutes, menu recapitulanon forms vetennanan at region, complex, destroy after I year 
msnecuons of subsistence and sirmlar records or store level 

23 War Reserve Matenel ration requests, consohdated ration requests. memoranda at troop support destroy I year after require-
(WRM) and con- of field ration Issues, and comparable related data stores ment IS updated 

nnzencv ration requests 

24 bakery, tobacco, deli, operational and supporting records destroy after I year (see note 

produce and meat I) 
denartment records 

) 25 quality assurance 

evaluations 

evaluation forms and related data destroy WIth related contract 
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ITABLE 145-2 CONTINUED 

R A B C D 

U 
L If the records are or 
E pertain to consisting of which are then 

26	 file maintenance update computer hstmg for each Item manager at end of each month, where 
book 

27	 vendor file changes computer-produced 
(PCN Soool-FM2S 1) 

28	 create new month ven-
dor file (PCN. Soool-

MSTR.l)
 

29	 Vendor FIle Buildup of
 
Spare Receipts (PCN'
 
Soool-FM30 1)
 

30	 Transaction FIle
 
Recovery (pCN
 
Soool-FIXI 1)
 

31	 Authonzed Item Order
 
Form (AIOF) (pCN
 
SDOOI-BUYI I)
 

32	 Vendor ,
 
Cross-Reference LISt
 
(PCN soooi-

XREF I 2 3 4l
 

33	 Warehouse Pull Con-
trol Worksheet (PCN
 
SDOOI-PULL 1)
 

NOTES. 

apphcable, combine hsts IDtO 
bmders and destroy I year 
after current fiscal year 

hstmgs	 destroy when no longer 
needed 

used to determme 

that the Vendor 
Create FIle was 
accomplished 

used to Insert spare 
receipts for vendors 

send ongmal to AFO for pay-
ment For dally and frequent 
delivery Items, mamtam 
current con WIth vendor file 

destroy after 6 months or 
when no longer needed, 
whichever ISsooner 

destroy after I year 

\. These records will be mamtamed on an accountable year basis The accountable year begms I March and ends on the last day of February 
2 Commissary Blanket Order Call Register (AF Form 521) must be retained for life of contract 
3 Where host base has a "returned check" pohcy, comply WIth host base Retirement to Federal Records Centers ISnot authonzed 

I*TABLE 145-3 IIMILITARY STANDARD REQUISmONING AND ISSUE PROCEDURES (MIISl'RIP)/MILITARY 
STANDARD BILLING SYSTEM (MILSBILLS) 

R A B
 

U
 
L If the documents
 
E are or pertain to consisting of
 

1 requisiuons and unmatched requisinon lists (SOOOI-OLRQ.I)
 

- requirements listings
 

2 off-line requismons lists (SOOOI-OLRQI) 

-
3	 requirements list (SOOOI-RQLS.I), conmussary suggested 

order hst (DSOOI-REQR 1)-
4	 open Item listing (SOOOI-POIL I) 

-
5 requismon list (DSOOI-REQS \) 
6 status reportmg docu- shipping status report hst (SOOOI-PSSR.I) and follow-up 

ments status report hstmg (Soool-FLUP 1)-
7	 unmatched status report (SOOOI-UPDI 2) and status card 

error hst (SOOOI-STED n-

C 

whic:h are 

at control office 

D 

then 

destroy after corrections have 
been made 

destroy after requisinon cycle 
or after 6 months 

destroy after 3 months 

provide copy to AFO and 
complex Destroy complex 
and control-office COpiesafter 
3 months 

destroy after 6 months 

destroy after 3 months 

d~troy after action has been 
completed 
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I	 ITABLE 145-3. CONTINUED 

R A B C D 
U 
L H the documents 

E are or pertain to consisting of which are then 

8	 requismon exception status report (Soool-UPDI I) destroy 1 year after February 
MILSTRIP vendor file hst (SPOOI-MVFLl mventory ~ 

I..... 
receivmg documents	 recerving report (Soool-RCVG.I), receipts discrepancy
 

list (Soool-RCVG 2), reverse posted receipts, summary
 
of receipts from DPSC sources (Soool-SREC 1)
 

9 

"'--
10 unmatched receipts (SDOOI-RCV2 I) destroy after corrections are 

made. 

11 inventory hstmgs inventory and mventory adjustment (IA V) (Soool- destroy 2 years after February 

ILST It inventory-
12 reorder mventorv list (DPOOI-RLSTl) destroy after 3 months 

13 monthly general ledger Soool-GLME.I destroy 1 year after February 

summarv mventory 

14 transfer in-or-out hst Soool-TNFR 1 

15 MILSTRIP Item file listing used to update MILSTRIP Item files destroy after review 

maintenance 

-16 comnussary ZERO bal- Soool-ZERO 1 destroy after 3 months 

ance 

17 mterfund billmg SDOOI-BILL.I destroy after 3 months (pro-
Vide copy to AFOl 

146. Food Service. TIns table covers records pertammg to management and operation of appropnated fund food ser-
vice activities, including central preparation facilities and flight kitchens. This table does not apply to medical food 
service facilities. 

I ITABLE 146-1 

I FOOD SERVICE RECORDS 

R A B C D 

U 

L H the records are or 
E pertain to consisting of which are then 

1	 Subsistence Credit request for ISSue or turn-in, dmmg hall signature rec~rd, used to ensure funds destroy 1 year after end of 
Allowance Manage- register of cash collection sheets, cash collecnon record, are properly con- accounting penod 

ment System (SCAMS) cash collection voucher, voucher for transfer between trolled 

or A La Carte System appropnations and/or funds (disbursements), daily din-
(ALACS) or Monetary mg facihty summary, comparable forms or cash register 
Credit Allowance reports, and related records 

Management System 
(MCAMS)-

receint for transfer cash and voucher	 destroy after transactionr-L 
3 ration strength report	 used to estimate destroy after 3 months 

number of meals to 

be served 

4 MCAMS	 dmmg hall financial statement, monetary credit allow- a result of the destroy I year after end of 

• 
ance ration return MCAMS, under accounting penod. 

which dmmg facrh-
ties receive money 
to buy food m heu 

of requismonmg 

food from sup-
porting commissary 
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I TABLE 146-1 CONTINUED 

R A 

U 

L If the records are or 
E pertain to 

4	 MCAMS 

5	 dining hall food control 

-
6 

7	 admmistranon of cen-
tral preparation facih-
ties 

8	 food service report 

·9 food handlers
 

10 flIght feeding
 

11	 Recipe and Menu Pnc-
mg System (RAMPS) 

-
11.1 

12	 installation menu board 

13	 meal cards 

B 

consisting of 

dining hall financial statement, monetary credit allow-
ance ration return 

food service production log 

Inventory of class ( ) quartermaster supphes, seruor 
cook's requisition, field ration dining hall stock record, 
subsistence request, tally in-out, inventory adjustment 
voucher, daily dining facihty summary, monthly mone-
tarv record basic dailv food allowance computation 

subsistence request, datly control sheet, request for ISSue 

or turn-In, comparable forms and related records 

food service operations report, menu unhzation report, 
consumer level subsistence appraisal program, unsansfac-
torv subsistence report and related records 

register of cash collection sheets, request for BIght 
meals, BIght meal delivery and return receipt, flight meal 
orders and ISSues, ground support meal request, stock 

and cost record of flight subsistence and meals, summary 
of BIght feeding, subsistence request 

RAMPS portion pnce index, RAMPS error audit list, 
RAMPS basic daily food allowance component hst com-
putanon, ALACS Item pncmg, ALACS pnce reduction 

record 

monthly update card deck/tape 

minutes of meetings, monthly recapitulation, adjustment 
papers 

accountable cards 

AFR 12-50 

C 

whIch	 are 

a result of the 

MCAMS, under 
which dirung facih-
ties receive money 

to buy food In heu 
of requisinonmg 

food from sup-
portmz commissarv 

used to ensure that 
food supphes are 
properly Issued, 
used, and accounted 
for In appropnated 

fund dmmg halls, 
and to assist food 
service persormel In 

controlling food 

ISSued In dining 
halls, or related to 

the financial status 

of the dmmg hall 
account 

accumulated m 
managing central 
preparation acnv-
mes 

used to record the 

number of meals 

requested and Issued 

and cash collected 

for meals paid for 
by aircrews and 

~assen~ers 

used to establish 
menu	 Item pnces In 

ALACS operations 

used to update data 
base 

used to revise, 
delete,	 and add to 
Air Force world-
Wide menu 

Issued to airmen 
entitled to sub-
sistence In kind 
(SIK) 

Vol II 30 October 19: 

D 

then 

destroy	 after next menu 
cycle	 use 

destroy I year after end of 
accounting penod 

see table 161-6 

destroy I year after end of 
accounting penod 

destroy	 after I year 

destroy	 after 60 days 

destroy I year after comple-
non of menu cycle 

destroy on surrender to ISSU-
mg authonty (see note) 
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I	 ITABLE 146-1 CONTINUED 

R A B C D 
U 
L If the records are 
E or pertain to consISting of which are then 

14	 meal card control reg- numbered registers, mcluding related inspection forms, used to account for destroy I year after unit-WIde 
isters receipts of accountable forms, and correspondence ISSued, reissued, reissue of meal cards or on in-

WIthdrawn, lost, or activation of urut, whtchever 
destroyed meal IS sooner (see note). 
cards, and for 
entnes on ration 
strength reportt--

15 at uruts where annual meal 
card recall IS Waived, register 
will run continuously, pages 

renred when outdated and de-
stroved after I year (see note) 

16	 supportmg payments to signature records, cash collection records, cash register at full food service records created pnor to FY 
contractors based on reports, daily dmmg facility summary, fbght meal contract operations, 76 destroy 10 years, 3 
monthly meal counts requests, comparable forms or cash register reports, and including base months, after penod covered 

related records	 maintenance con- by contract 
tracts, and food ser-
VIce attendant con-
tract operationsI--

17	 records created after FY 75. 
destroy 6 years, 3 months, 
after penod covered by con-
tract 

18	 USAF subsistence subsistence specifications, unsatisfactory matenal reports used by dientians, destroy I year after mtended 

) 
standardizanon files (subsistence), packaging Improvement reports, consumer quahtyassurance purpose IS served 

level quahty audit program protocols and computer out- specialists, and sta-
put, and other related correspondence tisncal support stalf 

at Air Stalf level to 
develop or refine 

subsistence stand-
ardizanon records 

NOTE. Subject to audit provisions of table 175-2 

148. Laundry and Dry Cleaning, This table covers records created in the operation of laundry and dry cleaning ser-
vices, including contractual services, construction and operation of fixed plants, and provision of field laundry service. 

I TABLE 148-1 I
 
I LAUNDRY AND DRY CLEANING RECORDS 

R A	 B C D 

U
 

L If the records are or
 
E pertain to consisting or which are then
 

1 collection point records	 urut and orgamzanonal laundry and dry clearung records destroy as soon as laundry or 
related to receipt, processing, return, and accounting for dry clearung IS sausfactonly 

laundrv and drv cleamnz accounted for 

operations records sales tickets and cash collection vouchers	 destrov after I year....L 
3 delivery receipts	 destroy as soon as property IS 

returned 

4 lmen inventory	 quarterly inventories used for hnen control and distribu- destroy after 1 year 
tlon 

)
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160. Medical Service. These tables cover records pertaining to estabhshmg standards; performing, interpreting, and 
reviewing physical exammations, medical professional services related to patient care In specialized fields, and opera-
non of a medical laboratory service. 

ITABLE 160-1 I 
IMINUTES OF MEDICAL MEETINGS PROFESSIONAL STAFFING AND PROFESSIONAL ACTIVmES REPORTS 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

*1 medical staff and com- see table 168-12 

mittee meetings 

2 consultants employ- correspondence and forms relating to requests, apphca- destroy 6 months after ter-
ment records nons, authonzanons, and approvals for luring civihan mmation of employment 

medical consultants at hospitals 

3 intern and resident mdrvidual traimng records, includmg rating reports for hold for 50 years at trammg 

trammg Interns and residents undergoing formal professional locations, then destroy 
training at hosmtals 

4	 report of professional reports of the types, quality, and quantity of professional destroy after I year
 
acnvmes of AF medi- services rendered by medical treatment facilities, together
 
cal treatment facihties With information on consultant programs and professional
 

meetings during the report period
 

*5 professional credentials see table 168-12
 

review files of medical
 
staff members and
 

alhed health care prac-
ntioners
 

ITABLE 160-2 

I PHYSICAL EXAMINATION RECORDS AND MEDICAL BOARD PROCEEDINGS 

R A B C D 

U 

L If the records are 

E or pertain to consisting of which are then 

1 physical examination copies of Report of Medical Exammanon (SF 88)	 not filed m Field Record destroy after I year 
reports	 and Report of Medical HIstory (SF 93), reflecting Group or retained In refer-


physical examinations performed In relation to ence file (see rule I I)
 
discharge, release from active duty, retirement,
 
flying, etc, retained COpies of electrocardiographic
 

tracings of persons rejected for military service
r---
1.1	 retained m an active refer- destroy when no longer
 

ence file by a cernficanon needed
 
or waiver authoritv
 

2	 physical examination worksheets used m prepanng physical exammanon destroy when mformanon has 
work sheets reports	 been transcnbed to record 

COpies of Report of Medical 
Examination 

3	 medical board pro- records of Medical Board proceedmgs, except for destroy after I year 
ceedings COpies filed in cluucal records or Field Records 

Group 

4 VISual classification COpies of tests=-wrth accompanymg stanstical re-
and quahficanon ports-adnnrustered as part of the process of clas-

sifvmz mdividuals reporting for induction 

5 VISual standards for correspondence, reports, stanstics, and hterature destroy when superseded, ob-
vaned AF assignments on VISion refraction and sirmlar Items solete or no 10J!ger needed 
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I	 ITABLE 160-2 CONTINUED 

R A B C D 
U 

L If the records are 

E or pertain to consisting of which are then 

·6	 applicants to a Service ongmal hard copy of physical exammanon re- at DOD Medical Examma- send to the appropnate Ser-
AcademyIROTC ports and other records of medical quahfications non Review Board (DOD- VIce Academy, ROTC Pro-
Scholarship Pro- MERB) for medically gram or USUHS to which 
gram/Umformed Ser- qualified applicants the applicant was accepted at 
VICes Umversity of end of current year cycle 
Health SCIences 
(USUHS)r--

·6.1	 at DODMERB for medi- destroy at end of current 
callv unauahfied anohcants ~ear rrcler--
at examming facihties destroy after I year~ 

·6.3 microfilm copies of rules 6 and 6 I records at DODMERB	 destroy 5 years after end of 
current year cycler--

6.4	 machine hsnngs relating to schedulmg and man- system workmg papers destroy when superseded, ob-
agement of physical exammanons, such as dally (not mamtamed m apph- solete or no longer needed 
transaction listmgs, error hstmgs, schedulmg cants mdrvrdual file folder) 
actions, and all other related computer generated at DODMERB 
products-

·6.5 computer storage file of rule 6 4 records	 destroy 2 years after end of 
current year cycle 

7	 physical exammanons physical exammanons, x-rays and related docu- destroy on termmation of 
of local wage rate and ments mdividual's employment 
domestic employees 

) 
8 medical exammanons medical exammanon reports and related docu- destroy after I year 

of foreign students ments on foreign students ehmmated for physical 
reasons from AF tramma 

I ITABLE 160-3 

I LABORATORY RECORDS 

R A B C D 

U 
L If the records are or 
E pertain to consisting of whIch are then 

1 climcal laboratory re- duplicate copies of chrucal laboratory reports, water laboratory copies destroy after 2 years 

ports and food analysis, pen odic reports of laboratory ac-
nvines 

2 ledgers and logs	 general purpose ledgers of chmca1 specimens or pa-
trent Identification mformation, shippmg and receiv-
mil: resisters
 

3 blood transfusions	 blood transfusion forms (SF 518), 3 copies to request laboratory copies destroy after 7 days If product 
blood products not required

I--
3.1	 SF 518 3d copy retamed when product IS ISSUed destroy upon receipt of 2nd 

WIth 1st and	 2nd copies copy with transfusion data 
section completed-

3.2	 SF 518 1st copy, ongmal, post transfusion patient chart copy to file in patient's chart after 
record transfusion and completion 

reaction data-
3.3	 SF 518 2nd copy, post transfusion laboratory records con- destroy after 7 years If no 

cermng transfused longer required for patient 
blood products treatment data 

)
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ITABLE 160-3 CONTINUED 

R A B C D 

U 
L If the records are or 
E pertain to consisting of which are then 

4 blood donor medical 
histories, reactions and 

disposuions, donor 
blood processing rec-
ords, blood bank proc-
essmg records and 
ledgers, quality control 
records, blood shippmg 
records, mvesngation 

of transfusion reactions, 

Blood Donor Record Cards (DO 572) recordmg 
reactions and disposmon of blood donors, (DO 

573) Sluppmg Inventory of Blood Collections, 
mvesugauon and flndmgs of each transfusion reac-
non investrganon, quality control test results and 

lot numbers of reagents used, ISSue and receipt for 
blood products ISSUed, ledgers recording process-
mg of each transfuston request, local agreements 
With crvihan blood banks 

laboratory records con-
cernmg all steps m the 

procedures of obtammg 
and transfusing blood 

products 

contracts or agree-
ments With crvihan 
blood banks 

*5 

-

tissue exammanon tissue exammanon 

specunens, and/or 
exammanons 

forms forwarded With fixed 

other data for histopathological 
at Class A and 
laboratones 

B destroy 3 months after prepa-
ration of final report (see rules 
7 8) 

6 

-
at medical 
other than 

facihnes 

rule 5 

destroy 3 months after receipt 
of completed report from his-
tOrulthololZv facihtv 

*7 

-

final report of tissue exammanon 

mg the rough draft permanently 

report 

(SF SIS), mclud-
affixed to the final 

at Class A and 

laboratones 

B destroy after 7 years, or when 

no longer needed for trainmg, 
historical or research pur-
DOses whichever IS later 

*S 

-

at Class C and 

laboratones 

0 destroy after 5 years, or when 

no longer needed, wluchever 
IS later 

S.1 slides and/or blocks mamtam and destroy 

AFR lID-55 

per 

*9 

-
cytology examinanon COpies of Class I cytology exarmnation 

vagmal, cervical, and other tlwds and 

m~ 

reports of 
tissue scrap-

at Class A and 

laboratones 

B destroy after 5 years. or when 

no longer needed. wluchever 
IS later 

*10 

,....---
*10.1 

COpies of Class II-V cytology exammanon reports 
of vagmal, cervical, and other tlwds and tissue 

scrapmgs 

COpies of Class I-V cytology exammanon reports at Class C and 

laboratones 

0 

destroy after 7 years, or when 

no longer needed for trainmg, 
histcncal or research pur-
poses, whichever IS later 

11 autopsy reports autopsy protocol forms, abstracts of c1irucal 
records and other records and matenals wluch 
relate to mdividual cases 

laboratory 

mcludmg 

form 

COpies, 
pernnssion 

retain until macnvanon 
facihty, at which time 

dssposmon mstrucnons 

SAF/AADQ 

of 
obtain 

from 

U mdexes and ledgers 

surgical and autopsy 
specimens 

to chmcal 
ledgers 

reference and alphabetical name cards and retam m laboratory until mac-
trvation of hospital, at which 

time obtam disposiuon mstruc-
nons from SAF/ AAOO 

13 sobnety exammanon results and requests for results 
non, and related papers 

of sobnety examma- at medical facilities for 
possible use for military 
Justice purposes 

destroy after 2 years. 

14 water pollution analysis waste water 
respondence 

surveillance 
and reports 

analysts, and related cor- destroy after 
next analvsrs 

1 year or after 
of same source 

15 summanes, survey re-
ports, workloads, and 

Special reports 

year-end swnmanes of laboratory acnvmes, qual-
Ity control, and/or proficiency survey reports, raw 
count workloads for preparing reports, and other 
Special reports concernmg specimens and/or 
actiVIties 

for patient 
laboratory 

purposes 

treatment or 
management 

destroy after 2 years or when 

no longer needed for patient 
treatment, trammg or manage-
ment purposes, whichever IS 

later 
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ITABLE 160-4 I 
IRADIOLOGY RECORDS 

R A B C D 

U 
L If the documents are or 
E pertain to consisting of which are then 

1 entrance and separation chest X-rays exposed m conducting the	 apphcants accepted for indue- forward on a current basis to 
exammanon X-ray film	 medical exammanon prehmmary to an non, Reserve or Regular en- NPRC (CPR) (see note I), film 

mdividual's entry into, reenlistment for, or hstment for extended active files may be forwarded weekly or 
release or discharge from extended active duty or active duty for tram- monthly, depending on the rate 
rmlitary service in either an officer or en- mg, including apphcants for of accumulation but Will not be 
listed status avtation cadet trammg officer held longer than three months m 

candidate school, and flying	 addition to the accumulating 
service m an enlisted status	 month; shtpments Will be in 

weekly or monthly mcrements 

With the oldest week or month 
forwarded first (EXCEPTION 

separation and retirement X-rays 
may be retamed until the mdivid-
ual has been separated or retired, 
then forward in accordance With 
procedures outlmed above)-

2	 applicants accepted for ap-
pomtments as officers, warrant
 
officers, flight officers and AF
 

cadets
-

) 

3 members of the Reserve and
 

National Guard ordered to 6
 
months active duty for tram-
mg or extended active duty
 
under the Reserve Forces Act
~ 

4	 current or former members
 

who reenhst for additional
 
penods of extended active
 
duty
~ 

5	 students and graduates of
 
officer candidate schools
r- " 

6	 chest and other X-rays made as a part of all rmhtary personnel in-

the medical exammanon for release or eluding AF cadets (except
 
discharge from extended active rmhtary ser- those plms transferred to the
 

vice Veterans Admmistranon m
 

connection with disabihty 

separatlon~~ 
7	 X-rays of applicants for US service at the exammmg center file With diagnostic X-rays and 

academies made at the time of quahfymg dispose of as in rule 10, column 

exammatrons D, unless sooner requested to be 

forwarded to one of the service 

academies 

8	 (RESERVED) 

9	 penodic fught and see rule 10
 

other physical exarm-
nations X-rav film
 

10	 diagnostic X-ray films, X-rays made m connection With diagnosis destroy/salvage after 5 years (see 

mcludmg ultrasound, and treatment of patients at medical facil- note 2) 
computed tomography, mes, mcludmg US Coast Guard personnel 
and nuclear medicine and dependents (except those covered m 

films table 162-1 and AFR 168-4)
I--
11 X-rays of unusual interest or those selected destroy/salvage after 5 years, or 

for teaching purposes when of no further value, which-
ever IS laterr-

12	 negative pathological findings and positive at industrial medtcme facihtres destroy after 5 years 

pathological findings that are static m for federal CIVil service em-
nature (excent as mdicated In rule 13) ployees

'--
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ITABLE 160-4 CONTINUED 

R A B	 C D 

U
 
L If the documents
 

E are or pertain to consisting of which are then
 

13	 positive pathological findings that are not retire as permanent to NPRC (CPR) 
static in nature, and one representative at the end of the calendar year in 

X-ray of those that are static in nature wluch an employee retires or other-
WIse tenmnates emolovment 

·14	 occupational health X-rays taken as a part of an occupational retain m medical file pending disposi-
exammatron (OHE) health medical surveillance program non approval.
 
X-rays
 

15	 rejected applicant and applicants rejected because offer to official state public health
 
registrant chest X-ray of pulmonary tuberculosis agency of rejected person's home
 

film state; salvage or destroy If state
 
health officer considers the report, 
mdicatmg existence of disease, IS 

sufficient and does not desire the 
filmI--

16 applicants rejected for salvage or destroy after findings have 
physical reasons other than been entered on the physical exami-
disease of the chest nation formr---

17 registrants unacceptable package and return to registrant's 
for mducnon local board (label package. 

EXPOSED X-RAY FILM, and 

indicate name of mducnon station 
makmz shmment) 

18	 chest X-rays for film accumulated by mobile X-ray service negatives mdicanng include in patient's medical record.
 
tuberculosis case umts pathology
 
finding purposes
I--

19 negatives mdicanng a nor- destroy after I month 
mal chest 

20	 umdentlfied exposed X-rays wluch cannot be Identified WIth the destroy when encountered.
 
X-ray film mdivtduals to whom the~ ~rtam
 

21 nommal index file	 cards filed alphabetically as index to X-ray retire or destroy concurrently WIth
 
films the X-ravs to wluch thev relate
 

22 radiation and radium	 copies of the followmg cluneal record retire as permanent to WNRC on 
therapy	 forms: Radiation Therapy, Radiation mactivanon of the medical treatment 

Therapy Summary, Radium Therapy, and facility 
Doctor's Progress Notes, filed in the 

Radrology Department (except those in the 

mdrvidual's medical record) 

NOTES: 
I Packing and Identification mstrucnons, Do not bend, roll or fold film Type, pnnt or stamp the mdrvidual's SSN and name, m that order, on 

the front of each container used for enclosing film X-rays for examinees not yet assigned a SSN are retained until the SSN IS available for entry 
on the film preserver. (protect the disclosure of OSI agent's grade as provided in AFR 168-4) Requismon film preservers through medical supply 

channels under NSNs 753()-OO-{j12-3950 and 753()-(J(Hi12-4000. Show the complete return address on all packages of X-ray film 
a. Use negative preservers measurmg 4 3/8- x 10 3/8-mches for all 4- x 100mch and smaller SIZe films Do not use larger preservers for these 

films. Place mdrvidual idennfymg data parallel WIth and no lower than 1 lI4-mches below the front open end of these preservers, instead of m the 
space provided. 

b. Enclose all film larger than 4- x IO-mches m negative preservers of the 14 112- x 17 l/2-mch SIZe However, If they are not available, use 
envelopes of the same SIZe. Place mdivrdual's SSN, name and other idennfymg mformanon in the space provided on the upper left comer of the 

14 112- x 17 1I2-mch preserver If envelopes are used, fold flaps so that the glued surface does not come m contact WIth the film. Place 
mdrvidual's idennfymg data m the upper left comer parallel WIth the front top edge of the envelope 

c. X-rays need not be forwarded m alphabetical or numenc sequence 

d See AFR 12-50, volume I, chapter 7 for further packing and shipping mstrucnons There IS no need to prepare SF 135s or to obtam advance 
approval for slupments to NPRC 

2 In oversea medical facihnes where adequate storage space IS not available and in areas where climatic condttions cause X-ray film to deteriorate 

before expiranon of the S-year retention penod, earlier dispositton will be authonzed In such cases, specific disposmon instructions should be 
requested from SAF/AADAQ 
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ITABLE 160-5 I 
IRADIOISOTOPE RECORDS 

R A B C D
 
U
 
L If the records are
 

E or pertain to consisting of which are then
 

1	 apphcanons for By-prod- approved apphcations and related records, such hold until macnvatron of facil-
uct Matenal License and as correspondence, reports of survey and ity, retire as permanent to 
AFLC 1M records of mmutes of meetings NPRC (MPR) 
radioactive commodity 

management~ 
2 approved COpies	 at USAF Radioisotope destroy 5 years after expira-

Committee non of license I--
3 disapproved COpies	 destroy upon receipt of the 

disapproved form 

4	 reports of mcidents mvolv- hold as permanent records at 
109 accidents, thefts and USAF Radioisotope Commit-
loss of radioisotopes or tee, HQ AFMSC/SGPZ, 
other licensed matenals Brooks AFB TX 78235 

5 ISOtOpe accountabihty	 records showmg receipt, use and disposal of at ISOtOpe chmcs when ISOtOpe inventory has 
radioisotope material, mdtcatmg matenal on reached zero balance (I e , no 
hand radioactive matenal on hand) 

hold until inspected by US 

Nuclear Regulatory Agency; 
after mspecnon and cernfica-
non by NRA, destroy records 
havmz zero balance 

6 patient's records	 dosage records, scan sheet, tracings, copy of destroy after 5 years, pro-
consultation sheet, patient's mdex card, and vided that ongmal copy of re-
applicable worksheets port, i e , SF 513 or equrva-

lent, has been placed 10 the 

mdivrdual's medical record. 

I TABLE 160-6 I 
I SPECIAL DIAGNOSTIC RECORDS TUMOR REGISTRY AND MEDICAL ILLUSTRATIONS 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

1 electrocardiograms and COPies of electrocardiograms and electrocardJo- at laboratones, m annual destroy after 5 years (EX-
reports graphic reports	 blocks, With previous re- CEPTION cases of unusual 

ports on the same patient mterest or selected for teach-
filed WIth the most recent 109 purposes may be retained 
report mdefimtelv) 

2	 at the Aerospace Medical destroy after 10 years, or -
DIVISion	 when no longer needed, 

whichever IS later 

3	 electroencephalo- grapluc recordings of electncal acnvity of the abnormal findings destroy after 5 years, pro-
grapluc tracings and bram, and retained COpies of reports vtded a copy of the report IS 

reports 10 the individual's medical 
record-

4 normal findings	 destroy after I year, provided 

a copy of the report IS 10 the 
mdividual's medical record. 

5 pulmonary function retained COpies of consultation sheet, ongmal pul- destroy after 5 years, pro-

tracings and reports monary function tracings, and applicable reports vided ongmal reports have
 

been placed 10 mdividual's
 

medical record 

6 heanng conservation heanng	 conservation data forms and related ongmals file 10 mihtary health record 
records for recording results of audunetrrc exam 1- or noruruhtary outpatient 
nations record, and dispose of per 

f ) 
table	 168-5-
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ITABLE1~ CONTlNUED 

R 
U 

A B C D I 

L 

E 

If the records 
or pertain to 

are 
consisting of which are then I 

7 duplicates send to Aerospace Medical 
Division, Brooks AFB TX 
78235 (see table 80-3) 

8 tumor registry diagnostic, therapeutic and survival data on pa- at medical facihties with upon inactivation of tumor 
nents with an established diagnosis of malignant tumor regtstries registry or medical treatment 
neoplasm, and related records facility (MTF), send to MTF 

assuming the tumor registry 
responsibility If no MTF has 

been designated to assume the 
tumor registry responsrbihty 

from the closmg MTF, then 

request approval from HQ 

AFMSC/SGPC to ship to 
Armed Forces Institute of 
Patholozv, Wash DC 20306 

9 medical Illustration files ongmal photographic matenal, including Medical at approved AF hospitals send to Director of Armed 
Illustration Request and Release forms, origmal Forces Institute of Pathology 
color transparencies and negatives, and related (Chief, Medical Illustration 
completed medical artwork Service), Wash DC 20305,4 

times a year (EXCEPTION 

on inactivation of facihty, for-

- ward immediatelv) 

10 duplicate photographic matenal, Including COpies hold at medical facihty until 
of Medical Illustration Request and Release forms macnvanon, destroy 

- and a set of color transparencies 

11 patient and subject index cards hold at the activity until Its 
inactivation, and then forward 

- to address indicated In rule 9 

12 patient r~sters 

I-TABLE 160-7 I 
IDRUG ABUSE TESTING PROGRAM 

R A B C D 

U 

L If the records are 

E or pertain to consisting of which are then 

1 drug abuse testing rosters, random selection records, and at base medical facihty destroy 3 months after all members 
related information and unit level listed are tested or a • no show" 

record IS oreoared or received.-
2	 "no show" record for personnel fading to destroy after 2 years 

r~rt for testing: -
unnalvsis led~er at base medical facility destroy after 5 years 

4 drug screening urmalysis record at base medical facility destroy after record WIth annotated 
and testmz laboratory results IS prepared or received 

...1...-

-
cham of custody documents at testing: laboratory destrov after 5~ears 

6 at base medical faclh!Y destroy after 2 years 

7 drug testing results drug screemng unnalysis record, WIth anno- at testing laboratory destroy after 5 years 
tated results (neganve/posinve) and related 

records 

....L 

-
8	 at base medical facility destroy after 2 years 

and unit level-
9	 drug abuse urmalysis testing report and at HQ AFOMS and test- destroy after 5 years 

brometnc data Ing laboratory 
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ITABLE 160-7 CONTINUED I 
R A B C D 
U 

L If the records are 
E or pertain to consisting of which are then 

10 drug abuse rehabihta- rehabilitation program report at HQ USAF, HQ
 

non (note) AFOMS, and
 

MAJCOMs/SOAs
-
11 at base medical facihtv destroy after 2 years 

12 drug detection quality reports prepared by the Armed Forces at HQ AFOMS and testing destroy after 5 years 
control Institute of Pathology and testing labora- laboratory 

torY 

NOTE Drug abuse case	 treatment files for member's rehabilitation which are kept m Social Actions offices are destroyed per Table 30-1 

161. Aerospace Medicine. These tables cover records pertaining to aircrew and aerospace effecttvenessprograms, 
physiological training, and other medical activities related to flying personnel, occupational health, bioenvironmental 
engineering, military public health, and control of communicable diseases. 

I TABLE 161-1 I 
I AEROSPACE MEDICINE PROGRAM RECORDS 

R A B C D 

U 
L If the records are 

E or pertain to consisting of which are then 

1	 aerospace medicme re- reports and comparable records used m supervts- destroy after 2 years (EX-
ports	 ing and morutonng the Aerospace Med!cme Pro- CEPTION destroy COpies 

gram applymg the pnnciples of fught medicine, maintained for research and 

military public health, and occupational medicme teaching when no longer 
needed) 

2 medical recommenda- in member's health record hold according to AFR 

non for change in fly- 168-4, chapter 3 

ing or Special opera-
nonal duty-

3	 in fught management hold all COpies currently ap-
offices and aircrew tram- phcable, for example, last 
mg/evaluation records annual or incoming clearance, 
(AF Form 846) any grounding unnl it IS re-

placed by a copy returrung 

the member to flymg or spe-
cial operanonal duty 

4	 apphcanon for airman COpies of FAA forms of medical history and ex- retained, according to destroy after 2 years. 
medical certificate. and ammanon AFR 160-104. by aviation 

report of medical ex- medical officers authonzed 

ammatron to perform medical exami-
nations for apphcants for 
FAA medical certificates 

5	 medical recommenda- AF Form 1042 actions at medical facihnes destroy after 5 years 

non for flymg or spe-
cial operational duty 
log 
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I TABLE 161-2 I 
IPHYSIOLOGICAL TRAINING/fHERAPY RECORDS 

R A B C D 

U 

L If the records are or 
E pertain to consisting of whicb are tben 

1 Chamber Flight Rec- origmals at base trairung facilities	 send on a monthly basis to 
ord (AF Form 701)	 USAFSAM, where they are 

destroyed when no longer 
needed-

2 COpies	 hold at unit for 3 years, then
 

destroy
 

3	 Physiological Traming ongmals used for program planmng and as a at HQ USAF and USAF- destroy when no longer
 
Monthly Report (AF source for medical and Hight safety research SAM needed
 
Form 700), Chamber
 
Reactor Case Report
 
(AF Form 361)
-4 COpies at other than HQ USAF destroy after 3 years 

and USAFSAM 

5 Physiological Trammg at base trammg facihnes hold at unit for 6 years, then 
Record (AF Form 699) destroy 

6 Physiological Trauung give to mdrvidual on com ple-
(AF Form 1274) non of traml~ 

7 Individual Physiolog- aircrew personnel records see table 6(}-5
 

leal Trammg Record
 

- (AF Form 702)
 

8 non-aircrew personnel records	 file m mdrvidual's medical
 
record and destroy upon
 

departure from active or
 
reserve duty
 

9 Treatment Records originals file m mdivrdual's health rec-
(AF Form 1352 and SF ord (see note) 

- 502) 

10 first copy at USAFSAM destroy when no longer 
needed-

11 other COpies	 at HQ USAF and
 

MAJCOMs
-12 at base trammg facihnes hold for 3 years then destroy
 

13 Individual Dive Rec- give to individual
 
ord and Repetitive
 
Dive Worksheet (AF
 
Form 1353)
 

14 Compression Chamber at base trainmg facihnes destroy after 3 years
 
Operation Record (AF
 

Form 1354L
 

15 Compression Chamber original file m mdrvidual's health rec-

Reactor Case Report ord (see note)
 
(AF Form 1355)


f--
16 first copy at USAFSAM destroy when no longer 

- needed 

17 COpies	 at HQ USAF and
 

MAJCOMs
-18 at base trammz facihties hold for 3 years then destroy
 

19 Oxygen Sensrtivity file in mdivrdual's health rec-
Tolerance/Pressure ord (see note)
 
Test (AF Form 1360)
 

20 Instructor's Fhghtl at base tranung facihties give to mdrvrdual, provided
 
Dive Record (AF pertigent data IS reflected on
 
Form 712) the physrological traming
 

report
 

NOTE Documents are retamed m the health record for 50 years after date of lastest record and then destroyed 
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TABLE 161-3J	 II COMMUNICABLE AND OTHER REPORTABLE DISEASE REPORTS 

R A B	 C D 
U 
L If the records are or 
E pertain to consIsting of which are then 

1	 commumcable disease copies of telegrapluc or similar nonficanons of destroy after 5 years 
reoorts commumcable diseases occurring at AF acnvmes 

2	 venereal disease rec- monthly statistrcal tables showing venereal disease destroy after I year 
ords and reports rates 

3 venereal disease reports data prepared for assemblmg mformanon for con-

and quesnonnaires trolhng venereal disease, and used m part for pre-

~an~penodlc and statistical r~orts
 

ITABLE 161-4 I
 
IPERSONNEL RADIATION EXPOSURE RECORDS
 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

1	 thermolurmnescence summanes and hstmgs of exposure data, and at USAF Occupational destroy after 5 years, or when 
(TLD) personnel related records wluch serve to promote effective and Environmental Health no longer required, wluchever 
dosimetry program control and direction of the TLD personnel Laboratory (OEHL) IS sooner 
momtonnz records dosimetrv program 

I_I master radiation computer entnes of radiation exposure data con- retire as permanent (see note) 
exposure register sistmg of radiation dosimetry results and results of 

bloassllYs 

) 2 radiation exposure COpies of radianon exposure registration forms at USAF OEHL and usmg destroy when data has been 

data mstallanons	 entered mto the master radia-
non exposure register~ 

3	 films wluch reflect mmor radiation exposure, at USAF OEHL
 

dosimetry film exposure record cards, and records
 

of film Issued to morutor individual ex~sure
~ 
4	 films wluch mdicate abnormal or overexposure to destroy after 75 years. 

iomzmg radiation, resultant reports of invesnga-
non and sueoortma records-
(RESERVED)	 -...L-

.s.,	 (RESERVED) 

7 OEHL Form 1499, Report of Occupational Expo- at the base medical service destroy when the AF Form 

sure to Iomzmg Radiation 1527 for the report penod 15 

received-
8 AF Form 1527, History of Occupational Exposure transfer to the mdrvidual's 

to Ioruzmg Radiation medical record, destroy when 
sup_erseded-

9 AFTO Form liS, Pocket Dosimeter Results Log	 destroy after 90 days, or when 

results of film badge are 

posted to tndividual medical 
records wluchever 15 later 

NOTE Offer to the National	 Archives when 75 years old 
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I TABLE 161-5 

IBIOENVIRONMENTAL SURVEYS AND MEDICAL INSPECTION REPORTS 

R A 

U 

L If the records are or 
E pertain to 

1	 survey reports, special 
reports, or mdustnal 
facility inspection and 

environmental pollu-
non survey case files 

'---
2 

-
3 

4 facility medical In-

soection renorts 

*5 dnnkmg water (note 

~ I) 

*5.1 

-
*5.2 

-
*5.3 

-
*6 

-
6.1 

matenaI safety-2-
8 

NOTES 
Comply With rules disposiuons 

2 Mamtam these records In the 

I TABLE 161-<i 

I*ENVIRONMENTAL HEALTH 

R A 

U 
L If the records are or 
E pertain to 

1 food inspection 

-
2 

t--
3 

'--

B C 

consisting of 

epidermological survey reports or environmen-
tal/public health reports on air pollution, noise, 
radiation, and other environmental/health sur-
veys 

whicb are 

at performing acnvines 

at epidemrologrcal uruts 

at MAJCOMs 

reports of inspecnon of sanitary conditions of at envrronmental health
 
barber shops, gyms nurseries, etc actJVltles
 

bactenologrcal analyses at base bioenvironmental
 
engmeenng offices
 

reports or letters by AF, local, state or federal
 
agencies relating to sanitary surveys
 

records of any vanance or exemption granted by 

the State or other zovernment authontv
 

records of action taken to correct water supply
 

Violations
 

radiological and chenucal analyses	 at USAF Occupational 
and Bnvironmental Health 

Laboratory and base 

bioenvironmental engineer-
mgoffices 

analyses to support EPA and state requests 

data sheets on hazardous matenaI 

at base level bioenviron-
mental engmeenng offices 
and other actrvtnes 

or federal, state or local requirements, whIchever IS later 
current files area If necessary until ehgible for disposal 

B	 C 

consisting of	 whicb are 

AF Form 1148, DaIly Food Nonconformance 
Record-Classes 4 and 8 

mmal, update and Special sanitanon mspecnon 
reports and correspondence of vendor's establish-
ments 

routme mspection reports and correspondence 

iD I 
I 

then I 
destroy selected matenals Iafter 5 years Pertment sur-
vey reports, records, and 

correspondence, as deter-
mmed	 by the officer In charge, 
are held permanently (chrono-
logical Within the folder) In 

case files and retired on in-
activation of facility to 
WNRC 

retire	 as permanent on macti-
vanon of unit. 

destroy I year after corrective 
action IS completed 

destroy after I year 

destroy after 5 years. 

destroy after 10 years (note 2) 

destroy 5 years after the van-
ance or exemouon exmres 

destroy after 3 years 

destroy after 10 years (note 2) 

destroy after 20 years 

destroy after 2 years. 

destroy when superseded, ob-
solete	 or no longer needed. 

D 

then 

destroy after I year 

destroy 4 years after removal 
from approved list or direc-
tory 

destroy after I year, or when 

no dlscrepancles are outstand-
mz, whichever IS later 
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fTABLE 161~ CONTINUED I 
R A B C D 
U 
L If the records are or 
E pertain to consisting of wlncb are then 

4 solicitations and attendant contract records destroy when no longer 
including reports of exammations and/or testing needed 
of food products, contract purchase agreements, 

- and other mspection correspondence 

5 AF Form 2062, Consumer Level Quality Pro- destroy after I year 
gram (COLEQUAP) Audit, AF Form 2063, Indi-
Vidual COLEQUAP Report, DD Form 1608, 

r- Unsatisfactory Matenal Report (Subsistence) 

6 DD Form 1740, Food Inspection Stamp Record for stamps not destroyed, destroy I year after form IS 

r- and related records lost or stolen suoerseded 

7 for stamps destroyed, lost destroy 2 years after mvesn-

r- or stolen j1;atlon IS completed 

8 support documents, forms, correspondence and destroy after 1 year (see note) 
laboratory evaluations for admmistenng quality 
assurance of fresh dairy products 

9 food handlers records AF Form 1021, Medical Certificate ongmal at employing facil- destroy when no longer 
Ity and copy at Environ- needed or give to food 

mental Health handler on transfer or separa-

r- non 

10 AF Form 1216, Food Handler Traimng destroy when superseded or 
Certificate no longer needed 

11 food service medical AF Form 977, Food Facrhty Sanitation Check at medical mspecnon ser- destroy after I year 
evaluation List, results of mrcrobrological analyses, penodic vice 

r- summanes of findings, and other related data 

12 at inspected actrvrties destroy after next medical 
evaluanon or when all 
deficiencies descnbed In the 
report are corrected, which-

r- ever IS later 

13 at other effices destroy when no longer 

r- needed 

14 reports of food borne Illness mvesnzanon destroy after I year 

15 arumal bites/quarantine DD Form 2341, Report of Animal Brte-« ongmal at medical treat- file In patient's health or clmi-

~ Potential Rabies Exposure ment facilrtv cal record 

16 copy at Environmental destroy after I year 

r- Health 

17 COpies at other activities destroy when no longer 
needed 

NOTE Procurement tables disposinons Will apply If these records substantiate contractor performance 

162. Dental Services. These tables cover records pertammg to dental services and programs, including dental 
research and prevention of dental diseases, examination and treatment of personnel, admmistration of dental clinics 
and dental prosthetic laboratones. 

ITABLE 162-1 I 
I INDIVIDUAL DENTAL HEALTH RECORDS AND X-RAYS 

R A B C D 

U 

L If the records are or 
E pertain to consisting of wblcb are then 

1 individual dental dental health record folders contaming dental ex- on AF active duty mili- maintam and forward as pre-

J health records of ammanon and treatment forms such as Dental Health tary personnel scnbed In AFRs 35-44, 168-4 

active duty military Record (SF 603), Consultation, Laboratory Reports, and 162-1 

personnel (see notes Dental Patient History, Periodontal Scoring Chart, 
I, 6) and related records and data 
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ITABLE 162-1 CONTINUED 

R A B C D 

U 
L If the records are or 
E pertain to censistmg of which are then 

2 on Army, Navy and Manne 
Corps active duty rnihtary 

personnel 

2.1 mdividual dental on AF reserve personnel maintain and forward as prescnbed 
health records of In AFRs 35-44 and 168-4 
AF reserve person-
nel 

3 mdividual dental on retired AF general officers send to HQ AFMPC/ MPCDRR, 
health records for and personnel on temporary Randolph AFB TX 78150, 3 years 
other than active disabihty retired list (TDRL) after year of last treatment 
duty rmhtary per-
sonnel (see notes I, 

t----" 
2,3,4) 

4 on retired mihtary personnel retire to NPRC (MPR) 3 years after 

I--- (except personnel In rule 3) year of last treatment 

5 on dependents of mihtary per- retire to NPRC (CPR) 2 years after 
sonnel (Include dependents of year of last treatment 

I---
retired mrhtary personnel) 

6 on CIVIlian employees renre records of employees trans-
ferred to an AF acnvrty WIthin the 

MIlitary Dismct of Washington or to 

another acnvity withm the federal 
service, and records of employees 

who are separated from the federal 
service, to NPRC (CPR) at the end 

I--- of each calendar year 

7 on foreign nationals deliver records ID a sealed envelope 

to the concerned allied or neutral 
military indrvidual on transfer to 

another AF base, on discharge from 
treatment, or on return to parent 
country following termmation of 
trauung, or deliver to the senior 
member of a group repatnated, sub-

I--- hect to condinons In note 5 

8 on Amencan Red Cross per- send to Medical Director, Amencan 
sonnel Red Cross, Washington DC 20006, 3 

I--- .years after year of last treatment 

9 on Coast Guard personnel on send to Commandant, US Coast 
active duty Guard, Washington DC 20593, I 

'"--- year after year of last treatment 

9.1 on USAF Academy cadets send to Cadet Records. USAF 
Academy, for inclusion with the per-
sonnel records, after record IS com-
plete following cadet's departure 

- from USAF Academy_ 

10 on Peace Corps and State retire to NPRC (CPR) I year after 
Dept personnel, and all other year of last treatment 
personnel not covered In rules 

I through 91 

*10.1 clime Index cards clmic Index (AF Form 1942) cards destroy immediately (see note 7) 
prepared for eventual mclusion with 
retired dental health records 

11 dental treatment forms used within the dental service for destroy when proposed treatment 
plans treatment planmng has been completed and recorded on 

Dental Hearth Record (SF 603) 
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rTABLE 162-1 CONTINUED I 
R A B C D
 

U
 
L If the records are or
 
E pertain to consisting of which are then
 

12 temporary dental used for exchanging and re- destroy after all transcrrptions have 
health records cervmg treatment data from been made on long-term records and 

another dental facility have been imttaled by transcnbmg 
officerI--

13 used as a temporary record
 

pendrng arnval of Field Rec-
ord Group
 

14 dental X-ray film exposed dental X-rays	 taken for evaluation, treat- hold as part of the Dental Health 
ment, and follow-up care of Record 
dental diseases or oral mam-
festation of sy_stemIc diseases I--

15 uunal, full-mouth X-rays hold, so long as legible, as part of 
the Dental Health RecordI--

16 taken mcident to hospitalized include With mdrvidual chmcal rec-
dental cases	 ords when recurredI--

17 obtarned for other purposes, destroy when appropnate findings 

and determmed to be of no are entered on individual's Dental 
more value Health Recordr---

18	 Judged by a dental officer to hold m a separate file, and destroy 

be of unusual rnterest or se- when no longer usable or needed 
lected for teaching or re-
search ournosesI--

19 umdennfiable destroy rmmediately
 

) 
NOTES' 

Records dated before 1982, wluch were retired to NPRC (MPR or CPR), are In alphabetical sequence Records for 1982 and later, retired to 
NPRC (MPR or CPR), are m numencal, termmal digit order, accomparued by the patient record retirement cards m alphabetical order In the first 
box of each accession Dental health records for military personnel are destroyed 50 years after date of latest record Dental health records for 
nonmihtary persons are destroyed 15 years after date of latest record 
2. Receipts for dental records hand-earned to other medical facilities dunng the preceding calendar year Will be arranged m alphabetical sequence 

and retired in the last box of the dental records bemg retired for that year . 
3 Nonmilitary records pertammg to deaths, divorced spouses, and children who are no longer eligible for care may be retired at the end of the 

year when change of status occurs 
4 If sponsor IS still assigned to the mstallation, records of ehgible family should be retained If the family are stili In the area and expect to receive 

care at the facility, even though they did not receive care dunng the year Likewise, records for retired military personnel and their ehgible family 

members, or eligible family members of active duty personnel who do not accompany the sponsor, should be retarned when It IS known that they 

snll reside In the area and expect to receive care at the facility 
5 Before delivery of records to foreign nationals, screen records In detail and remove all secunty information, regardless of specific classificanon 

Forward classtfied records to AFISIINFOD for review and further transmrssion, If warranted, to the government concerned Forward records of 
deceased personnel directly to AFMSC/SGSB for transmittal to parent country If, for some reason, dehvery of records to foreign nationals IS not 
possible, forward them to HQ AFMSC/SGSB 
6. A fire at NPRC (MPR) on 12 JuJy 1973 destroyed approximately one million Master Personnel Records of AF personnel whose surnames begm 

With the letters "Hu" through 'Z' and who were discharged between 25 September 1947 and 31 December 1963 An addinonal 432,000 records 
were salvaged (No fire damage occurred to records of AF veterans whose surnames begm with the letters' A" to "Hu" ) The destroyed records 

contam all mducnon and enlistment records, assignment and promotion orders, outpanent/health and dental records. and separation records. If 
rdentifymg information can be provided (such as veteran's dates of service, urut or assignment), NPRC can venfy most of the facts about the 
member's military service However, spectfic outpattent medical/dental data cannot normally be provided 

·7 NPRC may destroy chruc Index cards when encountered 

)
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I TABLE 162-2 I 
I FACILITY DENTAL RECORDS 

R A B 

U 
L If the records are or 
E pertain to consisting of 

1	 dental appointments registers and appomtment shps 

2	 dental attendance records for dental service report data mput 

3 (RESERVED) 

4 dental services reoorts 

5 temporary dental pros- prosthodonttc prescnptton and consultation re-
thettc case reports quests not used to record local expenditures of 

precious metals, or whtch show precious metal 
expenditure at another AF activitv 

6 dental registers of pre- registers and copies of prosthodonttc prescnpttons 

CIOUS metals and alloys and consultanon requests required as a voucher 
for expendtture of precious metals 

7	 tooth inventory man- files closed out 
agement 

8	 dental accreditanon file certificate that hospital dental service IS accredited 

-

9	 accreditanon guidelines, dental service by-laws, 

committee membershtp, minutes of hospital com-
mittees SDeClaI trammz file and consultant Itsts 

AFR 12-50 

C 

which are 

property of the Counctl 
on Hospital Dental Ser-
vice (CHDS) 

Vol II 30 October 1987 

D 

then 

destroy when no longer 
needed 

destroy 3 months after submis-
sion of report 

destroy after 3 years 

destroy 6 months after mser-
non of dental prosthesis 

destroy I year after fiscal year 
cutoff, or on macnvation of 
activtty after final mspection 

has been made and exceptions 
have been cleared 

destroy 1 year after fisca1 year 
cutoff, or on macnvation of 
dental facihty where a final 
inventory has been made 

return the certtficate promptly 

to CHDS on macnvanon of 
dental facrhty, revocation or 
other reason for tenmnatton 

of accredited status 

destroy after I year or on in-

acnvanon of dental facihty 

163_ Veterinary Service. This table covers records pertairung to vetennary services 
nary food inspection, and health service. 

I ITABLE 163-1 

IVETERINARY SERVICE I 
R A B C 
U 

L If the records are or 
E pertain to consisting of which are 

and programs, including veten-

D 

then 

1 research ammal service records used for laboratory research at medical laboratones destroy 5 years after death of 
animal or completton of re-
search effort or when no 

longer needed, whichever IS 

later 
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) 164. Aeromedical Evacuation. This table covers records pertairung to operation of aeromedical evacuation systems,
 
including movement of patients by air; aeromedical evacuation administration and operations.
 

I TABLE 164-1 I
 
I AEROMEDICAL EVACUATION RECORDS 

R A B C D
 
U
 

L If the records are or
 
E pertain to consisting of which are then
 

1 patient air evacuatIon	 daily aeromedical patient evacuation reports and destroy after 3 months 
reports	 related papers concermng the holdmg and move-

ment of patients withm the domestic aeromedtcal
 
evacuatton system
 

2 patient transfer records	 Request for Patient Transfer or comparable forms ongma1s file as a part of the medical 
used to record mformatton required to transfer record accompanymg the 
patients from one military medical facility to patient, 
anotherf--

3 for local use destroy after patient has been 
transferred, or forms are no 
longer neededf--

4 Patient Evacuation Tag or comparable forms, con- basic tag file as a permanent part of the 
sistmg of the ship's record office tab, embarkatton mdividual's cluneal record 
tab, and debarkation tab 

5 duplicate copy destroy on completion of 

- local action 

6	 Patient Evacuation Marufest or comparable forms destroy after I year 
and supporting records used to hst patients de-
livered to the same offload temunal 

) 
f--

7	 Patient's Baggage Tag, or comparable forms, in- destroy on delivery of bag-
eluding the patient's stub used when baggage IS gage to the destmanon medi-
moved together WIth the patient m the same null- cal treatment facility 
tarv common earner-

8	 patient transfer recommendations and authonza- destroy 3 months after trans-
nons fer of panent -

9	 Panent Arnval Nouces at oversea commands destroy after 6 months 

167. Medical Logistics. This table covers records pertaIning to a uniform system of property control under an 
automatic data processing system and applies to all medical supply accounts supported by a B3500 computer. It 
establishes mechanized procedures for the requisition, purchase, receipt, storage, ISsue, shipment, dISPOSitIon,stock 
xmtrol, Identification and accounting for medical matenel at AF activines. 

-TABLE 167-1 I 
BASE MEDICAL STOCK RECORD ACCOUNT 

R A B C D
 

U
 
L If the records are or
 
E pertain to consisting of which are then
 

1	 medical matenel base medical stock record account data on magnetic destroy (delete) when no 
management system tape longer needed 
(MMMS) 

2 medical matenel edit	 records of transactions that were processed WIth medical matenel edit destroy 3 months after "as of 
lists invalid data as idennfied by specific error messages list, part I	 date", when no longer 

needed, or on assurance of 
correct computer processing, 
whichever IS laterf--

3 medical matenel edit
 
list part II) r--

....L	 excess error hst I 
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I TABLE 167-1 CONTINUED 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

5 MEMO/MEMS edit 
list 

6 tape control hsnngs mecharucally prepared hsnngs showing creation date destroy 3 months after "as of 
of last updated master file. last history file. last equip- date" 

ment master file. and last openmg master file for use 
m the next processing cycle 

7 medical matenel mecharucally prepared hstmgs of potential requismons destroy 3 months after "as of 
requirements lists date". or when all Items on 

hsnng are received. can-
celled. or otherwise com-
nleted wluchever IS later 

8 due-In! due-out records of all current due-in/due-outs and related destroy 3 months after "as of 

f-- suspense lists status documents date" 

9 records of Items requmng follow-up follow-up alert lists destroy when no longer 

f-- needed 

us. potential follow-up lists 

11 medical matenel consolidated shipment lists of Items 

f-- shmped under one shipment Identification 

12 medical matenel contract morutors lists of local pur-

- chase (LP) Items in purchase order number seauence 

13 "BI" Adjustment 
(AAVB7M) 

Status Listing, PCN N240020. I 
14 medical matenel docu- mecharucally prepared accountable registers at bases operating destroy I year after close of ! 

I 

ment register prescnbed in AFMs 67-1 and 167-240 that reflect under B3500/4700 or FY to wluch they pertain 
I 

I 

specific property transactions other standard mechan-
ized medical matenel I 

I 
system I 

15 medical matenel trans- parts I. II and III (daily destroy after accuracy and I 
action register lists) completeness of monthly 

transaction registers are 

f--
venfied 

16 parts IV. V and VII destroy upon receipt of new 

f--
(dally lists) cumulative list. 

17 parts I. II and III destroy I year after close of 
(monthly lists) records FY to winch they pertain 

of transactions and bal-
ances for a specific 

- month 

18 part VI (monthly lists). destroy 2 years after close of 
contammg records of FY to wluch they pertain 

transactions and bal-
ances for controlled 

substances under the 
Comprehensive Drug 

Abuse Prevention and 
Control Act of 1970 

19 cost center master list mecharucally prepared listings of all vahd usmg destroy when superseded 

acnvities 

20 using activity fill rate mecharucally prepared listings of medical and non- destroy I year after close of 
list medical fill rate~centages FY to which they pertain 

21 medical matenel stock mecharucally prepared hstmgs of Item master records output from dally pro- destroy 6 months after "as of 
status report reflecnng asset data, requirement data, consumpnon cessing date". or when no longer 

and inventory data on which future requirements pro- needed. whichever IS later 

- grams may be based 
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ITABLE 167-1 CONTINUED 

R 

U 
L 
E 

A 

If the records 
pertain to 

are or 

22 

23	 pnme-subsntute cross-
reference hst 

24	 war reserve matenel 
(WRM) stock status 

work hsts 

25	 WRM stock status 

re~rt 

26	 WRM readmess hsts 

27	 medical inventory 

stratification reports 

28	 high dollar Issue hsts 

29	 reports of local pur-
chase 

30 medical matenel ref-
erence records 

31	 medical custodian 

receipt records 

r--
32 

r--
33 

34	 source documents 

r-35 

36	 excess reports 

37	 dated Item management 

38	 standard medical 
matenel mventortes 

r--
39 

f---
40 

)
 

I 
B 

eonsistlng of 

mecharucally prepared listmgs showing prime-sub-
sntute relanonships
 

mechamcally prepared hsnngs of WRM projects,
 
their	 levels. balances. and due-in status 

mechamcally prepared hstmgs of WRM projects 

showing overages and shortages 

mechamcally prepared hstmgs of dollar inventory 
stratification of on-hand and due-in assets 

mechamcally prepared reports of cumulauve ISSUes In 

descending dollar seauence 

mecahmcally prepared reports of ISSUes of commercial 
Items considered for stock hstmg action 

specificauons, supply catalogs. pubhcanon indexes, 
and ecumment zuides 

hsnngs and custodian requests/receipts that reflect 
authonzed eqwpment In use for each custodian 

account 

issue/tum-in records. shrppmg/receivmg records. 
property disposal turn-In records. reports of survey. 
statements of charges. COpies of collection vouchers 

retained by the property officer. DOD single hne 

release /receipt records. notice of lost or missing 

records. or other records wluch pertain to account-
able type transactions and contain a valid document 
number 

catalog change actions. due-in/due-out deleted record 
list, due-in/ due-out reconcihanon hst, and any other 
document needed to support each entry or transaction 
on document registers 

records of excess reported or requested. and their 
status 

dated Item reconcihanon, dated Item control. and 

nonrotatable dated Item lists 

mechamcally prepared inventory adjustments or 
accountable adjustment records used to adjust Item 
detail records balances 

inventory control report peN N240203. inventory 

count cards. inventory count hsts, Item balance regis-
ters used to prepare adjustment records 

manual forms and cards associated With supply mven-
tory other than the standard medical matenel manage-
ment system and used to record inventory balances 

C 

which are 

"as required" reports 

custodian COpies 

MEMO file COpies 

suspense COpies 

D 

then 

destroy when no longer 
needed 

destroy when superseded 

destroy when no longer 
needed 

destroy upon receipt of annu-
allv validated hst 

destroy when superseded. or 
no longer needed. wluchever 
IS later 

destroy after I year 

destroy when superseded or 
obsolete 

destroy upon receipt of new 

liStings 

destroy upon validation of 
new hsnnzs 

destroy when no longer 
needed 

destroy I year after close of 
FY to wluch they pertain 

destroy 3 months after "as of 
date". or when all excess 
actions have been completed. 
wluchever IS later 

destroy when superseded. or 
no longer needed. wluchever 
IS later 
destroy 2 years after close of 
FY to which they pertain 
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ITABLE 167-1 CONTINUED 

R A B C D
 

U
 

L II the records are or
 
E pertain to consisting of which are then
 

41 bienrual inventory of	 mecharucally prepared hstmgs or manual forms used destroy 2 years after close of 
controlled substances	 to certify inventory stock positron of drugs or other FY to wluch they pertain 

substances designated by the Bureau of Narcotics and 

Dangerous Drugs as Schedule II, III, IV, or V con-
trolled substances 

42 using acnvity (cost registers and files including custody receipts, property destroy after I year
 
center) property ISSue and tum-in records, and other records reflecting
 

transactions during the month
-
43 temporary ISSue re.celpts used as temporary custody destroy or return to mdrvidual 

receipts on return of property 

44 medical matenel sys- forms and related correspondence destroy after I year 
terns trouble reports 

45 medical eqwpment machine hstmgs, supply support reports, and compar- destroy after I year, or when 

management reports	 able type reports relating to equipment surveillance, no longer needed, wluchever 
control, rdennficanon, changes, accounting, redistnbu- IS later 
non monetary oblrgations etc 

46 custodian account files	 individual files of personnel authonzed to receipt for destroy I year after becoming 

property and supplies, contauung current and non- superseded or obsolete 

current specunen SIgnatures, name, grade, and cost 
center of custodian, and waivers granted for use of 
stamps when numerous repetitive SIgnatures are 
required 

47 financial reports	 medical matenel management reports, BMSO/BAFO destroy I year after close of 
reconcihation reports, trial balance, operatmg state- FY to wluch they pertain. 
meats, special reports and analysis, and other per-
nnent reports 

48	 medical eqwpment work order registers destroy after I year
 
maintenance
-

49 work orders	 destroy when no longer
 
needed
-

SO maclune listings of bench stock balances used for destroy on receipt of new list-
spare parts management ings for a valid d8.1ly/monthly 

- processing c~cle 

51 eqwpment historrcal maintenance file	 for Items not trans- destroy on receipt of new
 

ferred or donated report
-
S2	 for Items transferred destroy retained copies after 3 

or donated months-
S3	 contractor locator hst destroy when superseded 

ITABLE 167-2 

MEDICAL EOUIPMENT MAINTENANCE TEST RECORDS 

R A '. B C D 

U
 

L II the records are or
 
E pertain to consisting of which are then
 

1 conductrvity test rec- forms recordmg tesnng reqwred by National Fife destroy after 2 years
 

ords Protection Association Standard S6A
 

2 leakage current test leakage current measurements, general and leakage appbcable to eqwpment
 
records current measurements, EKG forms rem8.1DlD1!:10 service
-

3	 appbcable to equipment destroy when eqwpment IS 

permanently removed removed 

from service 

4	 defibnllator perform- DC defibnllator mspection forms applicable to equipment destroy after 2 years
 

ance test rem8.1DlD1!:10 service
-
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ITABLE 167-2. CONTINUED 

R A B C D 
U 
L If the records are or 
E pertain to consisting of which are then 

5 applicable to equipment destroy when equipment IS 
removed from service removed 

6 audiometer cahbranon sound pressure level test data applicable to equipment destroy after subsequent 
records remamm tn service cahbranon IS com leted 

7	 applicable to eqwpment destroy when equipment 15 
permanently removed removed 
from service 

I TABLE 167-3 

MEDICAL FACILITY EQUIPMENT REPORTING 

R A B C D 

U 
L If the records are or 
E pertain to consisting of which are then 

1 transaction reject 115t hstmgs of errors detected during computer processing of destroy after assurance of 
records of transactions that were mecharucally deter- correct computer processing 
mmed to be mvahd and were not processed or a message or when no longer needed. 
d15PIIl~ed to mdicate mcomplete master records 

2 transaction register registers contammg reports of all valid transactions mput destroy on receipt and vall-
to a processmg cycle dation of a complete master 

115t. 

3 tape control list records showing creation date of last updated master, destroy upon receipt and vah-
cost center and control file dation of next processmg cy-

cle 

) 4 cost center master list records of all valid acnvines destroy 
hst 

upon receipt of new 

5 equipment requirement report of 811durable supply and equipment Items iden- destroy upon receipt and v81-
worksheet tJfied for use m the new faclh!Y rdation of new list 

6 equipment purchase list report of Items requiring procurement action and/or pro-
vides status of Items due-in 

7 dollar value recapitula-
tion 

8 warehouse space re- report of the dollar value of all Items required, due-in, m 

9 

cuired/m-use/available 

equipment mstallanon 

storage 

reports 

m use mstaJled and 

of all Items requmng 

short 

mstallation and/or some 
. 

requirement hst !yp~ of utlll!y regulrement 

10 master hst 115tof all master records 

11 budgetary list report of all financial data by Item, type Item and fiscal 
year 

I*TABLE 167-4 I 
I MEDICAL WAR RESERVE MATERIEL (WRM) UALITY ASSURANCE 

R A B C D 

U 
L If the records are or 
E pertain to consisting of which are then 

1 medical matenel	 medical war reserve matenel quahty assurance subsystem destroy (delete) when no 

(MWRMQAS) data on magnetic tape longer needed 

2 creation hsts uutial hsnngs received when acnvatmg MWRMQAS	 destroy when no longer 
needed 

tape control lists records of current tapes	 destroy upon vahdanon of) 3 
next hstm 
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ITABLE 167-4 CONTINUED 

R A B C D 

U 
L If the records are or 
E pertain to consisting of which are then 

4 edit hsts records of mvahd transacttons as identified by error mes- destroy after corrections have 
sages been processed and venfied, 

or when no longer needed, 
whichever IS later 

5 mspecnon and alpha- records of location of assets and management data destroy when superseded, or 
betical hsts no longer needed, whichever 

IS later 

6 transfer action lists records of relocation actions destroy when no longer 
needed 

7 vahdation lists records of differences between quantity on hand and destroy when superseded, or 
inventory code no longer needed, wluchever 

IS later 

168. Medical Administration. These tables cover records pertaining to operation of medical treatment facilities, 
mcludmg hospitals, dispensaries, chruc services, and pharmacies; and medical care for eligible indivtduals. 

ITABLE 168-1 

I GENERAL ADMINISTRATIVE RECORDS OF MEDICAL AcrIVITIES 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

1	 medical services staff- reports reflectmg staffing data, used for budget at HQ USAF destroy after 5 years 

mg plannmg and to validate manpower requirementst---
2 comes other than rule 1 destroy after 3 years. 

*3 nonavailability state-	 facility copy of Uruformed Services Medical at medical facihues destroy after 2 years. 
ments	 Treatment Facility Nonavailabihry Statement 

(NAS) (DD Form 1251) or comparable forms and 

related records used to authonze civihan medical 
services for nrescnbed CHAMPUS beneficianes 

4 tlurd party habihty records accumulated as a result of the reporting at medical facihnes destroy 1 year after recon-
notice procedures to the staff Judge advocate under the cshatron With base staff 

Medical Care Recovery Act (42 USC 2651-3) hudze advocate's files. 

5 medical facility inspec- reports of internal sarutary inspecnons of medical reports of specific prob- destroy on completion of 
non reports facihnes=-such as inspecnon of wards, quarters, lems where correctton of such action 

messes and food, barber and beauty shops deficiencres awaits budget-
ary or work order action-

6	 reports other than rule 5 destroy after 3 months 

7 status reports of in- stansncal reports and related papers pertammg to destroy after 5 years. 
actrve and surplus hos- status and capabihty of macnve and surplus USAF 

~ltalS hosmtals and drspensaries 

8 medical checklist	 medical mvestigator's checklist for Casualties of destroy after 3 months. 
aircraft accidents 

9	 ambulance emergency hospital alert mformanon (aircraft/rmssile crash) 
reauests 

10 affihanon agreements	 affihanon agreements With civrhan medical/tram- destroy when superseded, 
mg education msntunons and related records for obsolete or no longer 
record/momtormz ourposes needed 

*11	 patient or cluneal serv- see table 168-12 

Ice quesnonnaires/sur-
vevs 

*12	 hne of duty determma- first copy of AF Form 348 at medical facrhnes see table 35-5, rule 8 1 

tlon -
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ITABLE 168-2 

INOTIFICATIONS AND ADMINISTRATIVE RECORDS PERTAINING TO INDIVIDUALS 

R A B C D 
U 
L If the records are or 
E pertain to consisting of which are then 

1 very 

ports 

senously III re- COpies of Report of Very Senously 
from Very Senously III Roster, or 
able reports 

Ill, Removal 
other com par-

at registrar offices destroy on disposmon 
death of patient 

or 

2 very senously 111roster Roster 
ers 

of Very Senously III, or comparable rost- destroy after 3 months 

3 clearance sheets checklist of clearance of personnel, mdicanng 

turn back of property, return of books to library, 
and comparable clearances 

at hospitals 

4 leave requests requests by patients 
pltah~tlon 

for formal leave dunng hos- destroy on return of patient 

5 mterverung 

statements 

Illness COpies of reports submitted to Justify, 
Illness, noncompliance With assignment 
orders to active duty, or other orders 

because 

orders, 
of destroy after 6 months 

6 spectacle ISSue and 

receipt records for 
repeat refracture cases 

cards or records mdicatmg the diagnosis and 

type of spectacles prescnbed, and recordmg the 

receipt for spectacles ISsued, mcludmg spectacle 
Issue card and snectacle recemt 

destroy after 3 years 

7 JRE_SERVED) 

8 (RESERVED) 

9 (RESERVED) 

10 CHAP (Children Have 

a Potential) program 

CHAP case files consisting of records, 
referrals evaluations and counselmz 

such as destroy 

date 

2 years after closing 

) 
11 

11-1 CHAMPUS (Civilian 

Health and Medical 
Program of the Urn-
formed Servlces~ 

re~orts r~QU\red by MAJCOMs 

CHAMPUS case files (COPies) m oversea areas serviced 
by AF approving author-
ines 

destroy after I year 

destroy 5 years after end 

FY to which they pertain 

of 

12 medical warnmg tag request for Issuance of tags at embossing facihnes destroy after I year 

*13 hospital 
unusual 

incidents or 
occurrences 

see table 168-12 

I TABLE 168-3 I 
I ADMINISTRATIVE PATIENT RECORDS 

R A B C D 

U 
L If the records are or 
E pertam to consisting of which are then 

1 register of patients books or sirmlar volumes contammg Register of 
Patients forms on which register numbers are 
assigned 10 numencal sequence to patients admit-
ted to a medical facihty 

With and Without 
record libranes 

chrucal hold for 50 years at facihty 

and then destroy, If facihty IS 
deactivated, retire to NPRC 

(MPR) to be retained until 
50-year penod has expired 

Isee note) 

2 master index of patients cards used as a nommal index to all patients ad-
nutted to a medical treatment facility, mcludmg 

related forms accumulated at Army hospitals 

before transfer of iunsdicnon to AF 

destroy when medical facrhty 
IS inactrvated or placed on 

standby status (see note) 

3 

-
locator cards 

prtal patients 

for hos- cards contaimng patient Identification 

include master index of patients) 
data (not to at mformation desk destroy 

posinon 
3 months 
of patient 

after dis-

4 at other locations destroy after 1 month or 
when no longer needed, 

) whichever IS sooner 
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ITABLE 168-3 CONTINUED 

R A B C D 
U 

L If the records are or 
E pertain to consisting of wluch are then 

5 admission and dispo- admission and dISpOSItiOn hsts or similar consoh- destroy after I year
 
sinon dated reports of patient action-such as adnus-

sions disoostnons mterward transfers
 

6 chrucal record cover copies of the chrucal record cover sheet, and chm- at hospitals without elm- destroy after 5 years or when
 
sheets cal record narrative summary for all completed real record hbranes facihty IS inacnvated, pro-


cases and for cases disposed of by transfer	 vided the Register of Patients 

(see table 168-4) IS available 
for the penod covered by the 

records to be destroyed; oth-
erwise hold and destroy when 
facihtv IS macnvated 

·7 occupational therapy mdividual record used to Identify each patient destroy after I year
 
treatment record who receives occunanonal theranv
 

8 consent forms mdrvidual authonzanons for Illfluenza unmumza- completed pnor 1983 destroy after 5 years
 
tions
r--

8.1	 completed m 1983 and file in the patient's Outpatient
 
later Record
 

9 emergency room reg- books, ledgers or sunilar volumes used to record destroy after 5 years
 

isters	 patient idennficanon, date and time of arnval,
 
complamt dISPOSItIon and time of departure
 

NOTE WD-MD Forms 52 and WD-AGO Forms 8-24, arranged in alphabetical order, should have been retired to NPRC (MPR), thos. 
arranged in numencal sequence should have been destroyed 

ITABLE 168-4 I 
ICLINICAL RECORDS 

R A B C D i 
U 

L If the records : 
E are or pertain to consisting of wluch are then 

1 cltrucal records clnucal records of US military personnel, mclud- without chrucal record h- retire to NPRC (MPR) I year after
 
(see note 1) mg retired (except as provided m rules 5, 6, 8, 8 I, branes annual cutoff
 

8 2), AF cadets and OSI agents
 r--·2	 with chrucal record h- retire to NPRC (MPR) 5 years after
 
branes or at the special annual cutoff or on macnvanon of
 
treatment center chrucal record library or hospital
 

~~ee notes 2 and 3)r--
3	 clnucal records of nonmilitary personnel (except as without chmcal record h- retire to NPRC (CPR) I year after
 

provided in rules 5, 7, 8, 8 I, 82) branes annual cutoff
r--·4	 with chmcal record h- retire to NPRC (CPR) 5 years after
 
branes or at the special annual cutoff or on inactivauon of
 
treatment center cluneal record hbrary or hospital
 

(see notes 2 and 3)r--
5 chrucal records of patients (mihtary and nonmih- WIth and WIthout cluneal forward as prescnbed by AFR 

tary) transferred to another truhtary medical facil- record hbranes 168-4 

- Ity 

6 chrucal records of patients transferred to a Vet- with and WIthout chmcal transfer (including X-rays) to the 
erans Admmistranon hospital record hbranes V A hospital wuh the patient (see 

note 4)-
7 chrucal records of Amencan Red Cross personnel WIth and without chrucal send to Medical DIrector, Amencan
 

record hbranes Red Cross, Washington DC 20006,
 
at end of each month
-

8 chrucal records of Coast Guard personnel, WIth or on active duty officers 1 year after cutoff, send to Com-
WIthout chmcal record hbranes mandant G-PO, US Coast Guard, 

- Washmzton DC 20593 
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ITABLE 168-4 CONTINUED I 
R A B C D 
U 

L If the records 

E are or pertain to consisting of which are then 

8.1 on active duty enlisted I year after cutoff, send to Com-
personnel mandant G-PE, US Coast Guard, 

I--- Washington DC 20593 

8.2 on reserve officers/en- I year after cutoff, send to Com-
listed personnel mandant G-RA, US Coast Guard, 

r--- Wasbmaton DC 20593 

~ (RESERVED) 

~ (RESERVED) 

11 chmcal records of Veterans Admuustranon bene- Without clirucal record 1I- retire to NPRC (MPR) I year after 

r---12 

ficianes branes 

WIth cluneal record 1I-
annual cutoff 

retire as provided in rule 2 
branes or at the spectal 
treatment center 

-13 cluneal records of NATO mthtary personnel and WIth and WIthout cluneal dehver ongma1 records (includmg 
their dependents (1986 and later for dependents) record hbraries X-ray film and medical exammation 

reports) in a sealed envelope to the 

mdrvidual concerned on transfer to 

another AF base or return to parent 
country following termmatton of 

r----14 clinical records of foreign nattonal mihtary per- WIthout clmical record h-

tramma (see table 

retire as provided 

168-5 

m rule 

note 

3 

6) 

sonnel except NATO, non-military foreign branes 
nationals, their dependents, and dependents 

I--- (pnor 1986) of NATO mthtary personnel 

) 
-15 

16 (RESERVED) 

With cluneal record 
res or at the special 
ment center 

hbrar-
treat-

renre as provided in rule 4. 

17 duplicate index cards in alphabetical order With clmical record 1I- retire WIth the cluneal records to 

of patients branes which they pertain (see note 2) 
(nomma! mdext 

18 registers of pa- see table 168-3, rule 1 

nents 

19 field medtcal US FIeld Medical Card or stmtlar form used in ongmals file in patient's cluneal records 

cards field idennflcauon of casualties for further med-

r--- real care 

20 duplicates destroy after It has served as a basis 

for preparation of panent's record 
and any required nonfication actton. 

-21 fetal morutor Without cluneal record retire to NPRC (CPR) 1 year after 
stnps (see note hbranes annual cutoff m register number 

I---
1) lsecuence 

-21.1 WIth cluneal record retire to NPRC (CPR) 5 years after 
hbranes annual cutoff in register number 

sequence 

-22 fetal monitor WIthout cluneal record retire I year after annual cutoff in 

locator cards hbranes alphabettcal order WIth fetal monitor 

I--- (see note I) stnos to which they oertam, 

-22.1 With cluneal record renre 5 years after annual cutoff m 

hbranes alphabettcal order With fetal monitor 
strips to which they pertain 

NOTES 
1 Cbrucal records of patients whose cases are completed by return to duty, death, separation or rettrement from the service, absence Without 
leave or desertion, or discharge from the medical treatment facihty (in cases of nonmihtary personnel) are placed m an macnve file after entnes 

have been verified 
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a In hospitals without chrucal records hbranes, arrange the mactive files alphabetically by patients' last names and group as follows 
(I) US	 rmhtary, mcludmg retired and AF Academy cadets 

(2) All others Cutoff mactive file annually and estabhsh a new file as of I January 
b In hospitals WIth cluneal record hbranes, mamtam chmcal records in register-number sequence 

c Chrucal records pertairnng to mihtary personnel are destroyed 50 years after date of latest record, chmcal records pertammg to nonmilitary 

patients are destroyed 25 years after date of latest record Chmcal records for active duty personnel treated at Pubhc Health Service medical facil-
ities are retired to and destroyed by GSA Regional Federal Records Centers (see attachment 2) 50 years after date of last treatment, however. 
address requests for medical records to the facihty where treatment was received 

2 This applies to clmical record library hospitals only Retire cluneal records in register-number sequence in the two categones prescnbed in note 
I (see also rules 2 and 4). Each category of chmcal records IS accompanied by an alphabetical hstmg or 3 x 5 cards. in alphabetical ~equence. 
which contain the patient's name (last, first. middle miual), register number, and SSN (or service number) as a mmimum where applicable (see rule 
17) Since cluneal records are retired m register-number sequence, It IS essential that the related nommal index file be retired for reference purposes 

m the first box of each accession at the records centers 

·3 EXCEPTIONS USAF Regional Medical Center Clark, retire 3 years after annual cutoff. USAF Regional Medical Center Keesler. retire 4 
years after armual cutoff 
4 If VA returns the record, file It under Its register number and retire as provided in rules I, 2, this table 

ITABLE 168-5 I 
IHEALTH OUTPATIENT AND PSYCHIATRIC CLINIC RECORDS 

R A B C D
 
U
 

L If the records are or
 
E pertain to consisting of which are then
 

1	 health records of active health record folders contauung rec- mamtain and forward as prescnbed in
 
duty military personnel ords of dental and medical care, in- AFRs 35-44, 162-1, 168-4
 
(USAFA cadets) (see eluding accounts of outpatient treat-

notes I 2 7) ment (see AFR 168-4)
 

1.1	 health records of AF rnamtam and forward as prescnbed in
 
reserve oersonnel AFRs 35-44 168-4
 

·2	 medical health records medical health record folders as nonrruhtary persormel (m- retire to NPRC (CPR) 2 years after year
 
for other than active prescnbed in AFR 168-4 contammg eluding dependents of re- of last treatment (except as provided in
 

duty mihtary personnel records of outpatient treatment, and tired nuhtary persormel) rules 3, 6, 7, 7 I, 7 2, 8, 8 I, 9 and 9 I)
 
(notes I, 2, 3, 5) receipts for outpatient/dental records, (see notes 5 and 9)
 

hand-camed to other medical facrh-
ties
I--·3 crvihan employees retire records of employees who are 

separated from the federal service to 

NPRC (CPR) in an Employee Medical 
Folder along With the Official Personnel 
FolderI--

4 retired AF general officers retire to HQ AFMPC/MPCDRR, Ran-
and AF personnel on tem- dolph AFB TX 78150, 3 years after year 
porary disabihty retired of last treatment 
list (TPRL) I--

5 other retired mihtary per- retire to NPRC (MPR) 2 years after 
sonnet Iyear ofIast treatment (see note 5)r--

5.1	 dependents of retired mih- see rule 2
 
tarv personnel
I--

6 Amencan Red Cross per- send to Medical Director, Amencan 
sormel Red Cross, Washmgton DC 20006, 3 

Iyears after year of last treatmentr--
7 on Coast Guard active I year after year of last treatment, send
 

duty officers to Commandant G-PO, US Coast
 
Guard Washington DC 20593
~ 

7.1	 on Coast Guard active I year after year of last treatment, send 

duty	 enlisted personnel to Commandant G-PE, US Coast 
Guard Washinzton DC 20593I--

7.2	 on Coast Guard reserve I year after year of last treatment, send 

officers/enhsted	 personnel to Commandant G-RA, US Coast 
Guard Washmgton DC 20593'--
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I	 ITABLE 168-5 CONTINUED 

R A B C D
 
U
 

L If the records are or
 
E pertain to consisting of which are then
 

oS	 NATO military personnel deliver origtnal records m a sealed 
and their dependents (1986 envelope to the mdividual concerned on 
and later for dependents) transfer to another AF base or return to 

parent country followmg termmation of 

- trammz (see note 6) 

°S.1	 foreign national mihtary retire as provided m rule 2
 
personnel except NATO
 
(1986 and later)
 I---

9 Veterans Adnumstration retire to NPRC (MPR) 1 year after year 
beneficianes of last treatment I---

9.1	 USAF A cadets after record IS complete followmg ca-
det's departure from USAF A, send to 

Cadet Records, USAF Academy, for 
mclusion with the oersonnel records 

9.2	 clime index cards 3 x 5 index cards removed from the arrange m alphabetical order and retire 
Nonunal Clune Index file at time m the same shipment as outpatient 
corresponding outpatient records are records being retired for that year 

-transferred or retired 

10 psychiatnc treatment detailed psychiatric notations of con- mihtary personnel retire to NPRC (MPR) 2 years after 
records sultanon, tests and treatment, main- year of last treatment (see notes 1 and 

tamed in the psychiamc chmc 5)
I---
11 nonmihtary personnel retire to NPRC (CPR) 2 years after year 

of last treatment (see notes 1 and 5) 

) 
-12 USAFA cadets-graduates retire to NPRC (MPR) 5 years after 

year of last treatment, retain at NPRC 
for an additional 45 years then destrov I---

12.1	 USAF A cadets-disen- retire to NPRC (MPR) 5 years after 
rollees	 year of last treatment, retain at NPRC 

for an addinonal 20 years then destroy 

13 child advocacy 10 mental health chrucs	 retire to NPRC (CPR) 2 years after year 
of last treatment (see notes 1 and 5) 

14	 DD Form 2486, at HQ USAF/SGPC destroy after 5 years
 

Child/Spouse Abuse
 
Incident Report
 

IS	 emergency room treat- COpies of SF 558 (medical record- at emergency rooms destroy after 2 years (see note 8) 
ment emerzencv care and treatment) 

16	 emergency room con- see table 168-3, rule 9
 

trol register
 

NOTES 
°1 Outpatient and psycluatric treatment records for military personnel are destroyed 50 years after date of latest record Outpatient, psycluatnc 

treatment and child advocacy records for nonmihtary patients are destroyed 25 years after date of latest record Civrhan employees' health records 
are destroyed 30 years after date of latest record, unless longer retention penods are required by Regulatory Agencies such as Occupational Safety 

and Health Admmistration, Nuclear Regulatory Commission (CFR Title 10. Part 20), and Environmental Protection Agency Upon separation of 
the civilian employee, the ongmal pre-employment physical, disabrhty retirement, and fitness for duty exammations are to be filed 10 the Employee 

Medical Folder 
2 Records dated before 1970 which were retired to NPRC (MPR or CPR) are m alphabetical sequence Outpatient records for 1970 and later, 
retired to NPRC (MPR or CPR) per rules 2, 3, 5, 9, are in numencal, termmal digit order Effective I January 1972, shipments to NPRC (MPR or 
CPR) are accompanied by a file of clime index cards in alphabetical order 10 the first box of each accession These cards are an mdex to all outpa-
tient records transferred and retired dunng each calendar year (see AFR 168-4, chapter 12) 
3 Receipts for outpatient/dental records hand-earned to other medical facilities dunng the precedmg calendar year will be arranged m alphabeti-
cal sequence and retired m the last box of the outpatient records bemg retired for that year 
°4 RESERVED 
5 Records of personnel assigned to the mstallation and eligible family members still in the area should be retamed If they expect to receive care at 

) 
the facility, even though they did not receive care dunng the year Likewise, records for retired military personnel and their eligible family 

members, or eligible family members of active duty personnel who do not accompany the sponsor should be retamed when It IS known that they 
still reside 10 the area and expect to receive care at the facility 
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·6. Before delivery of records to NATO and foreign national personnel, screen records In detail and remove all security information. regardless of 
specific classification Forward classified records to HQ AFIS/INFOD for review and further transrmssion, If warranted. to the government con-
cerned Forward records of deceased personnel direct to HQ AFOMS/SGSB for transmittal to parent country If, for some reason, delivery of 
records IS not possible, forward them to the parent country through the appropriate US Defense Attache Office hsted In AFR I~, chapter 15. for 
unclassified matenal 
7 A fire at NPRC (MPR) on 12 July 1973 destroyed approximately one rmlhon Master Personnel Records of AF personnel whose surnames begin 
with the letters "Hu" through "Z" and who were discharged between 25 September 1947 and 31 December 1963 An addinonal 432.000 records 

were salvaged (No fire damage occurred to records of AF veterans whose surnames begm With the letters' A" to "Hu" ) The destroyed records 

contained induction and enlistment records, assignment and promotion orders, outpanent/bealth and dental records, and separation records If 
idennfymg mformanon can be provided (such as veteran's dates of service, unit of assignment), NPRC can venfy most of the facts about the 

member's rmhtary service However, specific outpatient medical/dental data cannot normally be provided 
8 The 2-year penod may be determmed by cuttmg off at the end of the 2-year calendar cycle and holding for one year. or by monthly mere-
ments, dependent upon local policy For example, records for the calendar year 1979 would be destroyed In January 1982, or, If records are 

retained on a monthly basis, January 1979 records would be destroyed In January 1981. If files are maintained on a dally basis, records may be de-
stroyed at the end of the 2-year cycle for that day 

"9 Nonmilitary personnel Include such groups as nomruhtary foreign nationals and dependents, dependents of foreign national rmhtary personnel. 
except NATO, and dependents (pnor 1986) of NATO military personnel. 

ITABLE 168-6 I 
MEDICAL STATISTICAL AND RELATED REPORTS 

R A B C D
 

U
 

L If the records are or
 
E pertain to consisting of which are then
 

1 report of patients	 Report of Patients (AF Form 235 senes) wluch at HQ USAF and destroy after 3 years or when
 

provides current data on various aspects of medi- MAlCOMs facility IS inactivated. which-
cal workload and capability ever IS sooner
 

"--

2 below MAJCOMs	 destroy after 2 years or when
 

facihty IS inactivated. which-
ever IS sooner
 "--

2.1	 monthly machine tabulations of data obtained from at HQ AFMSC destroy after 5 years
 
report of patients
 -

2.2	 annual maclune tabulations of data obtained from destroy after 50 years If no
 
report of patients longer needed (see note I)
 

3	 cluneal record cover COpies for statistical purposes at MAlCOM Surgeon destroy after 6 months
 

sheets Generals
 

3.1	 cluneal record code
 

sheet
 

4	 clinical reference m- machine hstmgs, supplemented by Cluneal Refer- at hospitals With clmical destroy after 10 years, or
 
dexes of diagnoses, ence Index cards records hbranes when facihty IS macnvated,
 
operations, and deaths whichever IS sooner
 r---

5 at hospitals Without chm- destroy after 5 years, or
 
cal record hbranes when facility IS mactivated,
 

whichever IS sooner
 

6	 cluneal record cover monthly and pen odic machine tabulations of data at hospitals With clmical destroy after 10 years. or
 
sheet tabulations (not obtained from the cluneal record cover sheets records hbranes when facihty IS mactivated
 
clmical reference in-
dexes of diagnoses, op-
erations, and deaths
 

(see rules 4 and 5)
f--
6.1	 at hospitals Without elm- destroy after 5 years, or
 

leal record hbraries when facihtv IS mactivated
 r---
6.2	 at MAJCOMs destroy when no longer
 

needed
r---
,.ll.	 at HQ AFMSC destrov after 3 vears 

6.4	 annual machine tabulations of data obtained from destroy after 50 years If no
 

the cluneal record cover sheets (mcludes computer longer needed (see note I)
 
programming specifications, ADP-user hfe cycle
 

records, and data element and coding manuals not
 
pubhshed as AF manuals)
 

7	 health tables, charts, data concerrung disease rates, bed utihzanon, destroy when no longer
 
and statistical reports workload etc for local prozrams needed
 

NOTE Records retention beyond 50 years requires Special authonzanon by SAF/AADAQ 
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I TABLE 168-7 I 
I PHARMACY RECORDS 

R A B
 

U
 
L If the records are or
 
E pertain to consisting of
 

1 prescnption records	 DD Form 1289. DOD Prescnpnon, AF Form 
781 Multmle Item Prescnonon 

1 stock records	 AF Form 582. Pharmacy Stock Record 

3 controlled substances	 AF Form 579. Controlled Substances Register 

4	 receipts. disbursements, receipts of ISSue from medical supply and bulk 

and mventones of con- drug orders for narcotics. ethyl alcohol. whiskey, 
trolled drugs brandy. wine, and all drugs. as well as inventories 

of druss 

5	 bulk orders of non eon-

trolled drugs
 

6	 mspection of drugs and monthly reports of mspecnon of ward and clime 

biolomcals drua stocks 

7 bulk compoundmg	 AF Form 2380. Pharmacy Manufactunng Control 
Data; AF Form 2382. Pharmacy Bulk Compound-
mg Chronological Control Lo1t

f--
8 AF Form 2381. Pharmacy Master Formula 

9 mpatient dispensing medication profiles. mcludmg AF Form 3067. 
records Intravenous Record and AF Form 3069. Medica-

non Admuustranon Record 

) 
10 reports. surveys and drug unhzation reviews. quality assurance, risk 

reviews management reports. adverse drug reactions and 
other special reports 

ITABLE 168-8 

IMEDICAL SERVICE ACCOUNT AND PROPERTY RECORDS 

R A B
 

U
 

L If the records are or
 
E pertain to consisting of
 

1	 medical service ac- COpies of cash collection vouchers or similar 
counts forms. used for medical resource management pur-

.zcses-
1.1	 supporting receipts hsted on cash collecnon 

vouchers 

1 patient's fund account ledgers. Journals. and related records consntunng 

books an auditable set of records to account for patient's 
funds deposited for safekeeping 

3 records of patients stor- records pertammg to patients funds and valuables 

mg valuables	 deposited for safekeeping, such as Record of 
Patient Stonng Valuables (AF Form 1053). 
Envelope for Stonng Panent's Valuables (AF 

Form 1052). Patient's Effects Storage Tag. and 

any similar records 

C 

which are 

at pharmacies 

C 

which	 are 

'at medical treatment 
facihnes 

D 

then 

destroy after 3 years. 

destroy 3 years after last 
entry 

destroy 2 years after last entry 

on sheet 

destroy after 3 years 

destroy after I year. 

destroy after 3 years or when 

no longer needed. wluchever 
IS sooner 

destroy when superseded.	 ob-
solete or no longer needed 

destroy after I year or when 
no longer needed. wluchever 
IS sooner 

destroy when no longer 
needed 

D 

then 

destroy after 2 years 
(EXCEPTION see table 
175-2) 

destroy after 3 years (see 
note) 

destroy 2 years after the close 

of the FY to wluch they per-
tam (EXCEPTION' when 

clearance IS required under 
circumstances outhned in 

table 175-2. destroy I year 
after evidence of clearance IS 

secured). 

destroy 18 months after close 

of the FY to which they per-
tam (EXCEPTION when 

clearance IS required under 
circumstances outlined m 
table 175-2. destroy I year 

) 
after evidence of clearance IS 

secured) 
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ITABLE 168-8. CONTINUED 

R A B C D 

U 
L If the records are or 
E pertain to consisting of which are then 

4 patient's property rec- property shps, tags, receipts, and similar records destroy 6 months after depar-
ords winch are a record of the receipt and return of pa- ture of patient
 

exce t funds and valuables
 

5 treatment of pay pa- Report of Treatment Furrushed Pay Panents-s- destroy 4 years after close of
 
tients	 Hospitalization Furrushed (part A) (DO Form 7), FY (see table 177-15) 

Report of Treatment Furnished Pay Pauents-e-
Outpatient Treatment Furrushed (part B) (DO 

Form 7a), reports of hospitalization and outpatient 
treatment, of V A, Bureau of Employees Compen-
sation beneficiaries and Similar re orts 

NOTE These records must be readily available for audit Primary disposition for destroymg these records IS table 177-15, rule 4 

ITABLE 168-9 I 
I HOSPITAL ACCREDITATION AND HOSPITAL MEMBERSHIP RECORDS 

R A B C D 

U
 

L If the records are or
 
E pertain to consISting of which are then
 

1	 certificates of accredita- certificate that hospital IS accredited by the Jomt at hospitals return the certificate promptly
 

tlon Commission on Accreditation of Hospitals to JCAH on macnvanon, re-
(JCAH)	 ducnon to dispensary status, 

revocation, or any other rea-
son for termmanon of accred-
ttanon, 

2 accreditation survey re- reports of presurvey inspections by MAJCOMs, destroy when no longer
 
ports and records apphcaticn for survey, survey reports of JCAH, needed.
 

and related correspondence
r--
3	 COpies of JCAH survey reports and related corre- at HQ USAF ISO
 

spondence
 

4 accreditation references	 Hospital Accreditation References. Bulletms of the at hospitals destroy when superseded or
 
JCAH, other informanon on current accreditation hospital's accreditation status
 
requirements IS termmated through inactr-

vanon or reduction to dispen-
Isarv status. 

5	 Amencan Hospital records pertaimng to memberslup m AHA, survey destroy after 5 years or when
 
Association (AHA) reports, and related records superseded, whichever IS
 
membership sooner
 

ITABLE 168-10 I 
I NURSING SERVICE RECORDS 

R A B C D 

U 
L If the records are or 
E pertain to consisting of which are then 

1 nursing supply records Central Nursing Supply Issue Record (AF Form at hospitals destroy 1 month after Items
 
580), or comparable forms have been returned and
 

records
 

2 nursmg service report Nursing Service 24-Hour Report (AF Form 587),
 
or com arable forms
 

3 ward reports	 statistical reports or listmgs of ward patients, such destroy after 3 months.
 
as daily and weekly patient census, patient
 
stren h re orts and ward anent rosters
 

operatmg room sched- register or ledger contammg mformation on the destroy after 5 years 
ules o eranons erformed for each da 

4 
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ITABLE 168-10 CONTINUED I
 
R A B C D
) U 
L IT the records are or
 
E pertain to consisting of which are then
 

5 hsts of operations scheduled for the next day destroy when no longer 
needed 

6 sterilizer testing docu- forms mdicanng the efficiency of stenhzers destroy after 2 years 
mentation 

Medical food service records are created in the operation of medical food service activities. They consist of records 
used m menu plannmg; purchasing, stormg, and issuing food supplies; production and service of meals to bed patients 
and dmmg room patrons; accountmg for money from the sale of meals; accumulating workload data; and in the man-
agement of clinical dietetics, 

ITABLE 168-11 I
 
IMEDICAL FOOD SERVICE RECORDS
 

R A B C D
 

U
 

L IT the records are
 

E or pertain to consisting of which are then
 

1 work schedules	 Medical Food Service Work Schedule (AF Form destroy after I year 
2578), Dally Absentee Record (AF Form 2581), 
and Medical Food Service Dally Work Assign-
ment (AF Form 2577) 

) 
2 m-service trammg destroy when no longer 

needed 

3 workload data Diet Census (AF Form 2573), Diet Consultation destroy after 2 years 
Record (AF Form 2576). and mformanon copy of 
Medical Food Cost Report (AF Form 541) 

4 receipts for controlled Request for Issue or Turn-in (DO Form 1150). destroy after I year. providmg 

forms	 Hospital Invoice/ Receipt/Account Receivable requirements of table 175-2 

Record (AF Form 1127). COpies of Ration Earn- have been met. 
ings Record (AF Form 544) and for climes sup-
ported by Base Food Service. copy of Dmmg Hall 
Srznature Record (AF Form 1339) 

5	 food purchasing. con- Advance Orders, Subsistence Requests (AF Form destroy after I year. unless 

trol, storing, ISSUIng. 287). Tally-In-Out (AF Form 129). and Food needed for operational pur-
and food cost data Purchase/Use Record (AF Form 1742). and poses. 

extended COpies Food Issue Record (AF Form 
543) 

6 menu planning	 Regular and Therapeutic Hospital Menus. Menu
 

Planner and AnalYSIS (AF Form 2580). Therapeu-
tic Worksheet-Breakfast (AF Form 2495). Thera-
peunc Worksheet-Dinner/Supper (AF Form
 

2496)
 

7 food production and	 Outpatients' and Visitors' Meal Log (AF Form destroy when no longer 
service	 2563). Medical Food Service Cash and Forms needed.
 

Receipt (AF Form 2570). Recipe Populanty
 

Record (AF Form 2571). Meat/Salad Worksheet
 
(AF Form 2575). Baker's Worksheet (AF Form
 

2574). Diet Worksheet (AF Form 2486). Food
 

Temperature Chart (AF Form 2582). Cooks
 
Worksheet (AF Form 679)
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I TABLE 168-11 CONTINUED 

R A B C D
 

U
 

L If the records are
 
E or pertain to consisting of which are then
 

8 cluneal dietetics	 Diet Record (AF Form 1041), Therapeutic Menu
 

Patterns, COpies of Selective Menu (AF Form 1737
 

and 1739), Therapeutic Menu (AF Forms 1738
 
and 1740), Soft, Bland 4, Fiber Restncted (Selec-
nve) (AF Forms 2493 and 2494), Dental Soft-T&A
 

Soft (AF Forms 2483 and 2484), Pediatric (AF
 

Forms 2491 and 2492), Liquid (AF Forms 2481
 
and 2482), Calone Restncted (AF Forms 2499 and
 

25(0), Diabetic (AF Forms 2479 and 2480), Bland
 
(AF Forms 2489 and 2490), Sodium Restncted
 

(AF Forms 2478 and 2485), Modified Fat (AF
 

Forms 2497 and 2498), Hyperhpopronenemia Diet
 
2IDIet 4 (AF Forms 2487 and 2488), Nounshment
 
Order (AF Form 2568), Nounshment (AF Form
 
2579), Nutntional Assessment (AF Form 2572)
 
and Nutrttion Historv (AF Form 2569)
-

9	 Diet Order (AF Form 1094) and Diet Order destroy after I year
 
Change (AF Form 2567)
 

I -TABLE 168-12 

MEDICAL QUALITY ASSURANCE RECORDS 

R A B C D
 

U
 
L If the records are or
 
E pertain to consisting of which are then
 

1	 committee meetmgs mmutes of the quahty assurance and nsk manage- at medical treatment facil- destroy after 4 years
 

and civrhan peer ment (QAIRM) committee, executive COmmittee, ities (MTFs)
 
reviews medical staff and facihty-wide COmmittee, and
 

civihan peer reviewsf--
2 COpies of QAIRM com- destroy after I year, or when 

rmttee and CIVilian peer no longer needed, wlnchever 
review minutes at MAJ- IS later 
COMs/SG 

3	 professional credentials records of practitioner's formal education, traimng, ad verse action files destroy 8 years after practi-
review files of medical chnical expenence, and physical, moral and ethical noner separates from the ser-
and dental staff mem- character, and acnvmes concernmg clnucal vice
 

bers, and allied health privileges
 

care practitioners
f--
4 non-adverse action files destroy 5 years after pracn-

noner separates from the ser-
vice 

5	 patient or cluneal ser- patient's opuuon of the quality of care received destroy after I year, or when
 

Vice questionnairea/ and/or services rendered no longer needed, whichever
 
surveys IS later
 

6 medical facilrty	 statements, With supporting data, winch report destroy after 4 months. 
mcidents	 accidents inconsistent With routme medical facility
 

operation or patient care and winch establish
 

follow-up remedial actions
 

7 quality assurance prob- contmumg and supporting records of the assess- destroy after 2 years, or when
 

lem status ment, action, and follow-up which IS accomplished no longer needed, wlnchever
 
related to Identified problems IS later
 

8 occurrence screenmg checklists idennfymg specific potentially Important Identify vahdated positive destroy after I year, or when
 

results of medical or surgical treatment occurrences no longer needed, whichever
 
IS later
 L....-
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r TABLE 168-12. CONTINUED 

R 
U 
L 
E 

If the records 
pertain to 

A 

are or 
consisting of 

B 

which are 

C 

then 

D 

9 Identify no Validated 
nve occurrences 

POSI- destroy after 3 months 

169. Medical Education and Research. This table covers records pertaming to professional papers and medical 
research. 

r TABLE 169-1
 

r MEDICAL EDUCATION AND RESEARCH
 

R A B C D
 

U
 
L If the records are or
 
E pertain to consisting of which are then
 

) 

1 medical research and records of work in process or completed, and in- retire as permanent to 

exp~nmental case files dividual oarncioanon records WNRC. 

2 professional papers reports of experimental studies or research earned retam at medical facthty for 5 

out at hospitals years, renre as permanent to 

WNRC 

3 aeromedical research at USAF School of see table 80-3 

data Aerospace Medicme 
(uSAFSAM) 

·4 connnumg health edu- records for planrung and documentmg CHE destroy after 6 years. 
cation (CHE) program activities certified as Category I by the 

AMA/PRA 

170. Comptroller. These tables cover records pertairnng to the overall direction and supervision of comptroller func-
tions, including budget, accounting and finance, statisncs, auditing, program analysis, and progress analysis. They 
also mclude data on cost accounting for base Civil engmeer (BeE) activities in the area of real property management, 
such as unhties, fire protection, samtation and custodial services, maintenance, Improvements, and construction. 

r TABLE 170-1 I 
I PROGRAM CONTROL FILES
 

R A B C D
 

U
 

L If the records are or
 
E pertain to consisting of which are then
 

1 financial management	 reports, studies, correspondence, and related data destroy when superseded, ob-
that serve for control purposes m developmg or solete, or no longer needed 

im rovm com troller s stems ro rams 

2 mternational affairs	 agreements or arrangements, special studies,
 
reports, correspondence, and related data that
 
reflect on AIr Force participation m mternanonal
 
affairs ro rams
 

3 Uniform commutation	 commutation rates, uruform conversions, reports at HQ AFROTC destroy after 2 years 

and vouchers on commutations funds 

)
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I TABLE 17(}-2

ICOST ACCOUNTING FOR BASE CIVIL ENGINEER ACTlVrnES 

R A B C D 

U 

L If the records are 

E or pertain to consistIng of wbicb are then 

1 cost accounting reports, such as matenals and supplies used, base at civil engineer acnvuies destroy 3 years after accounts 
civil engmeers' cost ledger, cost reconcihanon, are cleared, provided any 

schedule of costs, monthly vehicle reports, Jour- needed corrective action has 

nal voucher, comparable forms, and related been accomplished according 

papers and bills, cost reports, work sheets; to table 175-2 

expenditures of funds for the repair, mamte-
nance, operation, management, and preservation 
of real property facrhttes to Include refunds and 

reimbursements, forms pertammg to off-
reservation housing and rental accounts such as 

request for ISSue or turn-In of household Items, 
cash collection vouchers, pubhc voucher for 
refund, daily statement of operations, dally cash 

register machine tapes, and mdividual tenants' 
folders 

1.1 

1.2 (RESERVED) 
2 
3 

172. Budget. These tables cover records pertaining to the preparation, analysis, justification and control of the AIr 
Force budget for appropnated funds; funding of approved programs and projects within appropnanon: analyses of 
appropriations and expenditures in companson With budgeting estimates and objectives: and furnishing of budgetary 
advice and guidance. 

ITABLE 172-1 I 
IBUDGETARY ANALYSES SUMMARIES AND SPECIAL STUDIES 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

1 analyses	 interpretations and analyses of Executive Orders, retire as permanent (see note) 
statutes, other government policies, regulations 

and instructions, correspondence, reports, and 

related records (such as cross-servicmg and joint-
servicing agreements) that reflect on negotianons 

and consummations of Interdepartmental and inter-
agency agreements affecting budgetary responsrbil-
ities 

2 summanes and special	 special pncmg exercises, projects, working group at HQ USAF destroy 2 years after FY In 

studies reports, correspondence, and related data	 wluch created (EXCEP-
TION when records are 

needed for justificanon or 
other purposes, chart 2-1, 
Item 5, apphes) f--

3 at MAJCOMs and below 

4 international balance of	 form reports, studies, analyses, work sheets, corre-
payments forecasts	 spondence, and related data that reflect estimated 

DoD expenditures In foreign countnes for national 
mihtary construction (including DAF personnel 
expenditures)~ 
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I TABLE 

R 
U 

172-1 CONTINUED 

A 

I 
B C 0 

L If the records are or 
E pertain to consisting of which are then 

5	 source documents, feeder reports and supportmg destroy when superseded, ob-
data that reflect estimated DoD expenditures m solete or after 2 years, which-
foreign countnes for national mihtary construcnon ever IS sooner (EXCEP-
(mcludmg DAF personnel expenditures) TION when records are 

needed for jusnficanon or 
other purposes, chart 2-1, 
Item 5 applies) 

NOTE. Offer to Nanonal Arcluves m 5-year blocks when latest record IS25 years old 

I TABLE 172-2 I 
IESTIMATES AND FINANCIAL PLANS 

R A B C 0 

U 
L If the records 
E are or pertain to consisting of which are then 

1 development	 records that document the formulation, develop- at HQ USAF and retire as permanent (see note) 
ment and establishment of approved budgets and MAJCOMs 
financial plans, such as letter drrectives from 
Iugher authonty (Jugher AF echelons, Office of 
Secretary of Defense, Office of Management and 
Budget, and congressional appropriations COmlI11t-
tees), operating budget forecasts, wluch include 
foreign currency budgets, minutes of workrng 
groups, and CODlII11tteemeetings, approved budget 
estimates, financial plans, reports, Justification data, )	 correspondence, and related mformatron -

2 below MAJCOMs	 destroy 2 years after FY m 
wluch created (EXCEP-
TION when records are 
needed for jusnficanon or 
other purposes, chart 2-1, 
Item 5 applies) -

2.1	 at other than budget destroy I year after the close 
offices of the FY to which It per-

tams 

3 call for estimates	 the "call" for estimated budget authorizanons, destroy 2 years after close of 
advices of allocation, suballocation and allotments, the FY in which appropnated 
the transfer of funds, reimbursements and other funds are obhgated (EXCEP-
fiscal transactions, With correspondence, reports. TION when records are 
manual statistical hstmgs, mechanized runs, and needed for Justification or 
related data other purposes, chart 2-1, 

Item 5 applies) 
4 congressional heanngs correspondence, budgetary statements, forms, at prepanng offices and retire as permanent (see note). 

reports, transcnpts, inserts for heanng records, are not included 10 pub-
budget estimate mstructions, and other related lished congressional hear-
backup matenal that are or reflect data furnished mg records 
congressional appropnanons committees dunng 
budgetary heanngs t--

5	 published in congressional destroy 2 years after FY 10 

heanng records or are which budget heanngs are 
furnished momtonng ac- held or when no longer 
nvines for use dunng con- needed, whichever ISlater 
gressional budgetary hear-
mils

) NOTE Offer to the National Archives 10 5-year blocks when latest record IS25 years old 
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I TABLE 172-3 I 
I FUNDING RECORDS 

R A B C D
 

U
 

L If the records are or
 
E pertain to consisting of	 which are then 

1 apporttonment	 form reports showing Au Force requests, Office of at HQ USAF destroy when no longer 
the Secretary of Defense and Office of Manage- needed, but not later than 20 

ment and Budget approvals, WIth jusnficanon data, years after FY In which 

correspondence and related papers created-
2 at MAJCOMs and below	 destroy 2 years after FY In
 

which created (EXCEP·
 
TION when documents are
 

needed for Justification or
 
other purposes, chart 2-1,
 
Item 5 annhes)
 

3 allocation and allot-	 reports, studies, worksheets and sumlar support destroy 2 years after close of 
ments	 documentation, accountability ledgers and other the FY In which appropn-

accounting media pertammg to the disbursement anon was made available for 
of public funds pertammg to annual, multiple obhganon, or on receipt of 
and/or no-year appropnations nonflcanon of hquidanon of 

funds 

4 program project and	 funding folders, approved budget and financial 
appropnanon control	 plans, program authonzanons, budget author-

izanons, appornonments, allocations, distnbunon
 

schedules, status reports, and supporttng docu-
ments for momtorma obhzaucns of the funds
 

5	 mdustnal management, apporttonment requests, funding charters and fi- at HQ USAF/ destroy when no longer 
stock and working nancial plans, audn reports, budget authonzanons, MAJCOMs/maJor subor- needed, but not later than 20 

funds allocations, expenditure projecnons, CIvilian per- dmate commands years after FY In which 

sonnel analysis data, With correspondence, anal- created 

vses and related mformation-
6 source documents, feeder reports and support data	 destroy when superseded, ob-

solete, or 2 years after close 

of the FY In which funds 

were made available for obh-
lzanon 

7	 foreign nuhtary assist- records that reflect on the procurement, allocation at HQ USAFI destroy when no longer 
ance appropnanon and and allotment of multiple and/or no-year appropn- MAJCOMs/maJor subor- needed, but not later than 20 

funding anon trust funds, traimng and grant aid appropna- dmate commands years after FY In which 

110ns, such as correspondence, reports, studies, created 

analyses, accountabihty ledgers and other account-
ing media WIth budget authorizanon, allotments, 
and related financial datar--

8 source documents, feeder reports and support data	 destroy when superseded, ob-
solete, or 2 years after close 

of the FY In which funds 
were made available for obh-
gation, or on receipt of 
notificanon of funds 

9 nuhtary construction	 budget authonzanons, advices of allocation, sub- at HQ USAF destroy when no longer
 
allocations and allotments, major construction pro- needed, but not later than 20
 
gram vouchers, program hsnngs, estunates, years after FY In which
 

approvals, control documents, correspondence, created
 
analyses, and related data
f--

10 at MAJCOMs and major destroy 15 years after receipt 
subordinate commands of notificanon of hquidanon of 

the funds 
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ITABLE 172-3 CONTINUED I 
R 

U 
L 
E 

A 

If the records 

pertain to 

are or 

11 

U	 Deutschemark con-
struction 

t--
13 

I--
14 

15	 stansncal control data 

) 
I TABLE 172-4 I 
I BUDGET REPORTS 

R A 

U 

L If the records are or 
E nertain to 

1	 appropnanons status 

reports . 

I--
2
 

3 (RESERVED) 

4 RCS reports 

ADP management m-
formation system, com-
puter systems program 

B 

consisting of 

source documents, feeder reports and support data 

advices of allocations, suballocations and allot-
ments, mcludmg reports on the Deutschemark, 
Defense Support and Occupation Cost Fund, 
analysis of appropnanon status by acttvrty, project 
and/or Deutschemark actrvity, With correspond-
ence and related data 

source documents, feeder reports and support data 

dally machine hsnngs of bilhngs and WIthdrawals, 
dally object codes, project cumulative hstmgs, 
card control records and comparable control data 

B 

cof 

end of fiscal year annual reports reflecting an 

analysis of the status of appropnanons by operat-
mg agency code, project and/or acnvity, With 

corresP9ndence and related data 

all other reports With correspondence and related 

data 

required reports used to prepare budget estimates, 
financial plans, adjustments and reVISIOns thereto, 
for postmg appropnanon registers, and generally 
to monitor funding authonzanons, commitments, 
obhganons irunanons, disbursements and other 
fiscal transactions not covered elsewhere m the 

172-senes tables 

budget supportmg data computer system pro-
gram (CSP)-I, card summanes and master files 

used to support the fundmg requirements included 

!D the President's bud~et 

C 

which are 

at HQ USAF 

at MAJCOMs and major 
subordmate commands 

C 

winch are 

at HQ USAF 

D 

then 

destroy when superseded, ob-
solete, or 3 years after close 

of the FY m wluch funds 

were made available for obh-
gation, or on receipt of 
notification of hquidanon of 
the funds, wluchever IS apph-
cable. 

destroy when no longer 
needed for reference, but not 
later than 20 years after FY m 
wluch created 

destroy 15 years after receipt 
of nonficanon of hquidanon of 
the funds 

destroy when superseded, 
obsolete, or 3 years after close 
of the FY in wluch funds 

were made available for obh-
'gatlon 

destroy after 1 year or when 

no longer needed, wluchever 
IS later 

D 

then 

destroy after 5 years 

destroy 3 years after the end 
of the fiscal year 

destroy when superseded, ob-
solete or after 2 years, wluch-
ever IS sooner (EXCEP-
TION when records are 

needed for Justification or 
other purposes, chart 2-1, ' 
Item 5 anohes) 

destroy after 7 years 5 
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173. Cost Analysis. This table covers records pertaining to the policies, principles, and instructions for performmg 
cost analysis throughout the Air Force, including cost mformation systems, planning factors, cost analysis methods 
and procedures, cost estimating,and cost estimate tracking, and Life Cycle Cost. 

ITABLE 173-1 I 
I COST RECORDS 

R A B C D 
U 

L If the records 

E are or pertain to consisting of which are then 

1 cost estimatmg reports, analyses, correspondence, and related data at HQ USAF and destroy after 10 years or 
relanonship/cost factor which provide a chronology of O&M appropna- MAlCOMs when no longer needed 

~ program nons costs b~ orgaruzatlon and program element 

2 support documents, data processmg cards, statistr- destroy when superseded, ob-
eal tabulanons, and other working papers solete, or after 2 years, which-

f--- ever IS sooner 

3 below MAJCOMs destroy after I year, or when 
superseded, obsolete, or no 

longer needed 

4 cost mformanon contract cost-data summanes, functional cost-hour at AFSC, ASD, ESD, destroy paper records when 
reports (CIR) reports, progress curve reports, FY functional SAMSO and smnlar converted to computer Input 

cost-hour reports, comparable reports, and organizations data 

I--
correspondence 

5 store computer input data in 

I-- ADP data banks 

6 mdrvidual program data files relating to CIR at HQ USAF and HQ destroy after the acquisinon 
reoornna requirements AFSC lohase of each orozram 

*175. Auditing. These tables cover records pertaining to the policies and procedures for auditing Air Force 
accounts, including internal audits of accounts and records covering military property, sales, appropnated funds, 
nonappropriated funds, real property, Air Force control system, industnal audits, verification of accountmg and 
finance officers' accountability, and surveys of accounts and records of contractors. This senes includes procedures 
for processing audit reports and tracking and following up on audit reports. 

I-TABLE 175-1 I 
I INTERNAL AUDIT AND CONTROL RECORDS I 

R A B C D 

U 
L If the records 

E are or pertain to consisting of which are then 

1	 installation- mstallation reports of audit at acnvities having custody of destroy WIth the records to 
level audits records audrted which they pertainI--

2	 held by mstallanon commanders or destroy 2 years after all manage-
audit focal points and mtermediate or ment actions have been com-
MAlCOM OPRs or audit focal pleted provided deficiencies have 
POInts been corrected (see table 175-2)f---

3 other management copies	 destroy when all useful purposes 

have been servedI--	 , 
4 retained copies of mstallanon reports of	 at Audit Agency area audit offices destroy 5 years after close of FY 

audit	 in which ISSued, provided 

management actions and audit 
followup have been completed 

and all useful purposes have been 
served (see note) r--

5 at Audit Agency MAlCOM destroy 1 year after all manage-
representative offices ment actions have been com-

IDIeted - (See table 175-2)f---
6 other Audit Agency copres	 destroy when all useful purposes 

have been served"--
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ITABLE 175-1 CONTINUED I
f) R A B	 C D 

U 
L If the records are or 
E pertain to coDSirtiDg of which are then 

7 audit programs and working paper files at Audit Agency area audit offices	 destroy after 3 years provided all 
management actions and audit 
followup have been completed 

and all useful purposes have been 
served (see note) 

8	 commander's audit commander's audit program reports of held by mstallation commanders or destroy after all useful purposes 
program audit thetr staff have been servedr--

9 at Audit Agency area audit offices	 destroy I year after the FY m 

whtch the report was Issued pro-
vided audit followup has not 
been requested~ 

10	 audit Dr02I'llIJlS and workinz oaeer files 

11	 publtc accountant publtc accountant reports of audit at nonappropnated funded acnvines destroy when next publtc 
audits of nonap- accountant or Audit Agency 

propnated funds report IS ISSued r--
12	 held by msta1latton commanders or destroy 2 years after all manage-

audit focal points and mtermedtate or ment actions have been com-
MAlCOM OPRs or audit focal pleted provided deficiencies have 

~mts	 been corrected (see table 175-2)I--
13 other management copies destroy when all useful purposes 

have	 been servedI--
14 at Audit Agency area audit offices destroy after next publtc account-

ant or Audit Agency report of 
audit IS ISSUed 

15	 at Audit Agency MAJCOM destroy I year after all manage-
representattve offices ment actions have been com-t ) 

r--

Dieted (see table 175-2)I--
16 other Audit Agency copies destroy when all useful purposes 

have been served 

17	 centrally directed AIr Force reports of audit at acnvities havmg custody of destroy WIth the records to 

audits records audited whtch they nertam~ 
18	 held by MAJCOM or AIr Staff destroy 2 years after all manage-

OPRs/OCRs and associated audit ment acttons have been com-
focal points pleted provided deficiencies have. 

been	 corrected (see table 175-2)r--uz,	 other management conies destroy when no longer needed 

20	 at Audit Agency programmmg divi- destroy 5 years after close of FY 

S10ns	 in whtch ISSued, provided 

management acttons and audit 
followup have been completed 

and all useful purposes have been 
served (see Note) I--

21 at other Audit Agency acnvities destroy I year after management 
acttons and audit followup have 
been completed provided all use-
ful nurnoses have been servedI--

22 audit programs and working paper files at Audit Agency programmmg drvt- destroy after all management 
SIOns acnons and audit followup have 

been completed provided at least 
3 years have elansed (see note) I--

23 at Audit Agency area audit offices destroy after all mstallation 
management actions and local 
audit follow up have been com-
pleted provided at least 3 years 
have elapsed (see note) 
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ITABLEI7~1 CON11NUED 

R A B C D , 
U I 

L	 If the records are or 
E pertain to consisting of	 which are then 

24 audit control and data as to account or funds audited,	 at Audit Agency area audit offices destroy after 5 years 

planmng	 penod of audit, resources planned or 
expended, locations and time of audit, 
and statistical or audit planning mfonna-
non and correspondencer---

2S	 at Audit Agency Directorate of 
Operationsr---

26 at other Audit Agency activities	 destroy when mformanon 

becomes noncurrent and no 
loqger has aI1Y usefutpurpose 

27	 Department of reports of audit at activities havmg custody of destroy With the records to 

Defense (DOD) records audited which they pertain 

Office of Inspector 
General auditsr---

28	 held by MAlCOM or Au Staff destroy 2 years after all manage-
OPRs/OCRs and associated audit ment actions have been com-
focal pomts Ipleted (see table 175-2)r---

29 at Audit Agency Directorate of destroy 5 years after the close of 
Operations the FY of Issue provided all use-

ful purposes have been servedI--
30 held by the Assistant Auditor Gen- destroy 2 years after all manage-

eral ment actions have been com-
[pletedr---

31	 other management or Audit Agency destroy when all useful purposes 

comes have been served. 

32	 management track- report of audit tracking summanes, at bases, MAJCOMs, or Au Staff destroy 2 years after all manage-
mg and status RCS. DD-IG(SA) 1574 reports, and offices and associated audit focal ment actions have been com-
reporting supporting records points pleted provided all useful pur-

IPOses have been servedr---
33	 at Audit Agency Directorate of destroy 2 years after management 

Operations and programnung divi- actions and audit followup have 
sions been completed provided all use-

ful purposes have been servedr--- -34	 at Audit Agency MAJCOM destroy 1 year after management 
representative offices and held by the actions have been completed. 
Assistant Auditor General 

NOTE· Reports of audit and related audit working papers will not be held longer than 6 years unless the audit report contains mformanon mvolv-
mg the pecumary habihty of mdivtduals, amounts due any agency of the federal government, or lrngation to which any agency of the federal 
government IS a party In such instances, destroy records after subsequent audit reports disclose claims have been settled andlor all legal action 
(mcludmg appeals) has been completed and a total of 6 years has elapsed since the origmal audit report was Issued 

ITABLE 17~2 I
 
IRECORDS SUBJECT TO AUDIT OR INSPECTION (SEE NOTES)
 

R A B C D 
U 

L If the records are or 
E pertain to consisting of which are then 

-I audit unaudited accounts or records for which the located at or controlled by dispose of as provided m tables 

- specified retention period has elapsed Air Force acnvines covenng the records 

-2 accounts or records for which the specified reten-
bon penod has elapsed and audit report(s) dis-

- closed no deficiencres 
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I	 ITABLE 175-2 CONTINUED
 

R A B C D
 
U
 
L If the records are or
 
E pertain to consisting of which are then
 

'3	 accounts or records when audit report(s) disclosed retain the audit report and the 
deficiencies mvolvmg montes owed to the US records for 2 years after the 
Government the report Issuance, then 

dispose of as provided in 

tables	 covenng the records, 
provided all collection actions 

are com~leted-
'4	 accounts or records when audit report(s) disclosed retam the audit report and the 

deficiencies which involve suspected fraud, records for 2 years after the 
falsificanon of documents, or cnmmal conduct report ISSuance, then dispose 

of as provided m tables cover-
mg the records, provided all 
hngation (mcluding appeals) 
and discrphnary action IS com-
Dieted 

·S	 mvesngauons of GAO, accounts, records, supportmg records and workmg retain the audit report and the 
DOD, or AF "hothne" papers not covered by rules 3 and 4 records for 2 years after the 

allegations report ISSuance, then dispose 

of as provided in the tables 
covennz the records 

I TABLE 175-3 

I RECORDS HELD FOR GENERAL ACCOUNTING OFFICE (GAO) AUDIT
 

R A B C D
 

L	 If the records are or) U 

E pertam to	 consisting of which are then 

1	 Site or comprehensive original money accounts, vouchers, contracts, and send to HQ AFAFC/DAD 

audit by GAO their supporting records that are or have been where they will be retired to 

audited by GAO	 the Denver Federal Archives 
and Records Center (FARC) 
to be disposed of per table 
177-5 (see note 2 below) -

2	 records m rule 1 that are unaudited, held over 3
 

years from closing date of last penod audited (see
 
note \)
 

NOTES 
If unaudited records present a storage problem withm the 3-year hold penod, subnut a request for transfer approval through the Command 

Records Manager (RM) to HQ AFAFC/ DAD 
2 For shipping mstructions see chapter 7 

176. Nonappropriated Funds. These tables cover records pertainmg to the admirustration of and accounting for 
nonappropnated funds (NAP): 

a Records of the Air Force Aid Society, Boy Scouts of America, women's clubs, and other such activities whtch 
have no official status with the AF are not official AF records. Therefore, this directive does not apply. 

b The Air Force Welfare Board admmisters the AIr Force Central Welfare Fund, the Central Membershtp Asso-
ciation Fund, and such other nonappropriated funds directly assigned to the Board. Related records of operational 
matters concerning personnel management, financial management, and funding controls are covered 10 the following 
tables Retain records subject to audit or inspection until cleared	 for disposal by the commander. 

c DISPOSitIon of Air Force Base Exchange records IS governed	 by AAFES Manual 5-1. 

)
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ITABLE 176-1 

INAF	 ADMINISTRATIVE MANAGEMENT RECORDS 

R A B C D
 

U
 

L If the records are or
 
E pertain to consisting of which are then
 

*1 hrstorical files	 a charter, articles of agreement or constitution and at the Air Force retire as permanent (see note)
 
bylaws, minutes of meetings, agenda, policy directives, Welfare Board at
 
program authonzanons and changes thereto, reports, HQAFMPC
 

studies, charts, maps, and correspondence relating
 

thereto that provide a chronology of NAF program-
mmg and operations from the inceptron of an mstrumen-
tahty through to the discontinuance of an actrvity or the
 

dissolution of a fund
 
I---
*1.1 at all other NAF destroy 7 years after dtssol u-

activrtres non of NAF instrumentality
I---

*1.2 records m rule I that are changes to policy directives, destroy when no longer 
program authonzanons, and/or background and support needed 

J)apers 

2 inspection reports inspecnons conducted by command requirements or as destroy on discontmuance of 
directed by higher authonty an acnvity, or fund, which-

ever IS sooner 

3 orgamzatronal charts	 separate charts outhmng In detail each segment of the
 
NAF orgamzation
t---

4 supporting data, pertinent changes, and related corre- destroy when no longer 
spondence	 needed. 

*NOTE Offer to the National	 Archives m 5-year blocks when latest record IS 25 years old 

Table 176-2 has been renumbered Table 40-7. 

ITABLE 176-3 I 
I NAF FINANCIAL MANAGEMENT I 

R A B C D
 

U
 

L If the documents are
 

E or pertain to consisting of which are then
 

*1 budgetary data merchandise, payroll, profit/loss, cash flow, and at NAFFMB as a result of destroy after 5 years
 

capital expenditure budgets monthly, quarterly, or
 
yearly budgeting practices
I---

2 data on advanced approvals of expenditures for 
fixed assets, such as authonzanons for Improve-
ments, additions to buildings, purchase and in-

stallation of equipment etc
I---

2.1	 COpies of documents descnbed In rules I and 2 at NAF activities destroy after I year or when
 

no longer needed, whichever
 
IS sooner
 

3	 financial statements statements (mcludmg consolidated), reports of at prepanng acnvines destroy after 5 years
 

and reports audit and of mmectlons above base level

'-'--

4	 monthly and quarterly statements and reports, at prepanng acnvines at destroy after 4 years
 
With substantianng data base or umt level
I---

4.1	 at other than preparmg destroy when no longer
 
acnvmes needed
f--

5 working papers and other support data relatmg to destroy when no longer 
statements and reports In rules 3 and 4 neededI---

6 mformanonal copies of unit fund statements and at other than prepanng 
reports, With related correspondence (mcluding acnvines -
retained COPies of preparing acnvitv reports) 
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ITABLE 176-3 CONTINUED I 
R A B C D 
U 
L If the documents are 

E or pertain to consisting of which are then 

6.1	 computer hstmgs of command input compnsed of at HQ AFMPC destroy after 4 months 
edit, error, out-of-balance and discrepancy data 
used for Internal orocesslngI--

6.2	 monthly and quarterly consohdated command at HQ AFAFC and HQ destroy after 5 years 
reports, such as statement of financial condition, AFMPC 

statement of Income and expense, NAF statement 
of employee census and other related data for all 
fund categones, e g , welfare, membership. rev-
enue oroducmz and special funds 

7 claims	 reports of mcidents, supportmg and background destroy 4 years after chum IS 
evidence, with related correspondence that reflect settled or otherwise closed 
on the loss of funds, accidents, entnea/cmissions In 

official records, mihtary disciphnary actions and/ 
or crtmmal actions 

8 board proceedings	 reports, supporting data, and related correspond- destroy after 3 years (EX-
ence that relate to NAF losses and mvesnganons CEPTION when data 15 

thereof needed to support a claim, 
rule 7 apphes) 

9 NAF custodian cer-	 memorandum receipts of cash, other negotiable with financial management destroy 12 years after change 

tificate	 mstruments, certificates of mventones of assets and officers of custodian 

habihnes assumed by a temporary replacement or 
successor custodian-

9.1	 at NAF acnvities destroy I year after change of 
custodian 

) 
10 insurance property, group hfe, accident and health, theft, destroy 4 years after expira-

burglary/robbery, money and secunty, Workman's non, disconnnuance of the 

Compensation and Employer'S Liabrhty, Fidelity, protection, or hquidanon of 
required for protection of all NAF assets the fund whichever 15 sooner-

11	 control registers which provide a detailed record destroy after 2 years 

of all policies and self-Insurance owed that are also 

used to compute the charges to be amortized each 

month 

12 loans and grants	 requests for loan/grant, legal mstruments (contract destroy 5 years after expi-
or agreement), and related control data used for ration, cancellation or terrnr-
control of pavments made balances due etc nation of loan or grant 

13	 investments (govern- savings bonds, treasury notes, bills, bonds and cer- destroy 5 years after transfer 
ment or government tificates, and documents used to negotiate transfer, or lrquidanon of the secunty 

agency secunties) reissue, deposit, and for redemption of the secun-
ties used for control of payments made, balances 

due etc 

14 general ledger ledger sheets In accounting books of final entry	 destroy after 6 years, 3 

months 

15 journals, registers	 basic books of accounts wherein all classes of destroy after 3 years 

and ledgers	 transactions are ongmally recorded general jour-
nals, cash receipts, journals, check registers (cash
 

disbursement journals), voucher registers (accounts
 

payable ledgers), recumng or closing journals,
 
pavroll iournals
I--

15.1	 daily/monthly transaction machine cards destroy 45 days after neces-
sary reconcihanons are m~de 
with nertment records 

() 

16 working funds reports, bank checks (tnphcate copy), petty cash record COpies at destroy after 4 years or on 

vouchers (duphcate), and COpies of bank deposit NAFFMB reflecting all hquidation of the funds, pro-
shps deposits, reimbursements, vided a terminal audit IS sans-

and a running balance of tied, If discrepancies are 

cash In the bank Involved see table 175-2"---
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ITABLEI7~3 CO~NUED 
R A B C D 

U 
L If the records are 

E or pertam to consisting of which are then 

16.1 COpies at prepanng 

ines 
activ- destroy 

Iprepared 
120 days after month 

17 monthend 

papers 

workmg records of bank (CBP) reconcihanons, 
audit working papers used for detaihng 

ledger control account balances 

and other 
general 

destroy after 2 years 

*18 

-

daily reports reports of detail merchandise, cash, sales, food, 
service, etc, With sales slips, cash register tapes, 
register adjustment, charge, credit transfer, retail 
pnce change, cash receipt vouchers, and other 
related records 

record COpies reflectmg In 

summary a report on cash 

and charge sales used to 
support entnes on the con-
sohdated dailv report 

destroy after 4 years, pro-
vided account IS clear 

*18.1 

~ 
all other COpies destroy 

Iprepared 
120 days after month 

*19 

-

consolidated daily reports record COpies used to sup-
port entnes m cash 

receipts Journals and for 
postmg the subsidiary 

accounts receivable ledger 

destroy after 3 years. pro-
vided account IS clear 

*19.1 all other COpies destroy 
prepared 

120 days after month 

20 (RESERVED) 
21 

I---
21.1 

accounts receivable mdrvidual 
fund, and 

subsidiary 
supportmg 

records of amounts 
documents 

due the office of record COpies re-
flectmg merchandise sale 
on credit basis 

COpies at usmg activities 

other than the office of 
record 

destroy after 4 years. pro-
vided the account IS clear 

destroy 120 days after month 

prepared 

22 prepaid expense 

ferred charge) 
(de- accounts control data used to determme charges to 

be amortized each month reflecting the balance of 
an expenditure earned forward to be wntten off In 

one or more followmz nenods 

destroy after 2 years 

13 

-

disbursements checks, separate accounts payable vouchers With 

supportmg purchase orders, receiving report m-
VOICes, petty cash vouchers that reflect on pur-
chases of merchandise suonhes and services 

destroy after 4 years 

l4 checks in payment 
receivables 

of proceeds of loans or other destroy when loans 

cervables are closed 

or re-

*:ZS open mess 

checks 

guest copy 
erage 

of guest check that reflects on food and 
Items purchased or charged by member 

bev-
or 

see table 215-6 

- guest 

*:ZS.1 

-
copy of guest 
hcuor sales 

check that reflects on package 

*26 latchen conv of guest check 

*27 

-
bingo signature sheets and other pertment data record COpies reflecting 

pnzes awarded and related 
transactions 

destroy after 2 years 

*27.1 all other COpies destroy 
Iprepared 

120 days after month 

*28 

-
machme reports vendmg and amusement machme reports, reim-

bursement slips, slot machine Jackpot receipts 
record 

comes 
chmes 

COpies reflecting m-
from vanous ma-

destroy after 2 years 

*28.1 all other COpies destroy 
Iprepared 

120 days after month 
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ITABLE 176-3 CONTINUED I 
R A B C D 
U 
L If the records are 
E or pertain to consisting of which are then 

-29 collection cash collection receipts record COpies reflecting destroy after 4 years 
collection of NAF 

memberslup dues, conces-
sion income and related 

I--- collections 

-29.1 all other COpies destroy 120 days after month 
I prepared. 

~ receipt books and duphcate receipts record COPies destroy after I year 

-30.1 all other COpies destroy 120 days after month 
I prepared 

-31 accounts control records record COpies destroy 4 years after NAF 

memberslup IS cancelled or 
otherwise tenrunated, pro-

I--- vtded the account IS clear 

-31.1 all other COpies destroy 120 days after NAF 
membership IS cancelled or 
otherwise termmated, pro-
vided the account IS clear 

32 theater accounts film mspection reports, financial statements, pay- destroy after 2 years 

roll vouchers, reconcihanon of receipts and tick-
ets, casluer reports, admission ticket accounts, 
attendance rosters, paul/free admission, cash/ dis-
bursement books, bank statements, and cancelled 

checks 

) 
33 book 

data 

department financial statements, certificates of mventones and 

other data pertammg to internal/external transac-
nons (AIr Force/other government agencies 

reflect the procurement and resale of books 

destroy after 4 years (EX-
CEPTION destroy records 

required for support of any 

claun-cnmmal or other ac-
tton-when action IS resolved, 
provided the retention penod 
has elapsed) 

34 (RESERVED) 

35 control records on control logs, registers and destruction certificates destroy after 2 years 

accountable used to control this type of credit system 

coupons, tokens, 
cluts etc 

36 hospital fund ledgers, Journals, council books, destroy after 4 years 

accounts cash! disbursement receipts, financial statements, (EXCEPTION destroy 

cash vouchers, vendors mvoices, contracts and records required for support 
purchase orders that reflect on the admmistranon of any claim-cnrmnal or other 
of acnvities financed by central and individual hos- action-when action IS 

pital funds resolved, provided the reten-

!---
non penod has elapsed) 

37 property records destroy after related property 

IS disposed of (EXCEP-
TION destroy records 

required for support of any 
clarm-s-cnrmnal or other 
action-when action IS 
resolved, provided the reten-
non oenod has elaosed) 

38 mdrvidual earnmg records of wage payments subject to taxes, con- at acnvtties financed from destroy 4 years after year 
data tairung the amounts, dates, name, address and NAF wages are paid For excep-

occupation of employee, penod of employment, nons see note 4 

J '---

SOCialsecunty data, quarterly and annual tax 
returns filed, and the dates and amount of tax 
money deposits 
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ITABLE 176-3 CONTINUED I 
R 

U 
L 
E 

A 

If the documents 
or pertain to 

are 
eonsisnng of 

B 

38.1 mdrvidual pay records, 
mgs In lieu thereof 

forms or mechamzed list-

"---
38.2 

I---
39 employees withholdmg exemption certificates 

(W4s) 

,....--
$39.1	 time and attendance reports used for recording 

hours of work, regular, overtime, leave, and sirru-
lar data, transfer and change of rate forms, separa-
non nonces, time recapirulation sheets, cancelled 

payroll checks, other comparable and supportmg 

data 

$40 unit funds	 requests for funds (cash disbursements), receiving 

reports, invoices, minutes of council meetings, 
other funding data, and related correspondence 

I---
41 purchase orders, charge purchase register, vouch-

ers, cash control records, other funding supple-
mentary data, and related correspondence 

42 mmutes of meetmgs	 mmutes servmg for control of fund expenditures 

(not a duphcation of mmutes covered elsewhere m 
this rezulanon) 

43	 packaged alcohohc sales shps/purchase register 
beveraze sales sIlOS 

43.1	 sales slip book log sales slip book logs used to record the ISsue, use 

and destruction of sales slm$ 

44 chaplam funds	 life of the fund orders estabhshmg funds, dis-
bursement lmutanons, waivers, records of dIS· 
solunon and other sumlar papersI---

44.1	 orders appomtmg fund custodians, approval for 
NCO custodians, records authonzmg petty cash, 
warranty mformanon and operanng mstrucnons 
for property. mamtenance history of property 

I---
44.2	 letters appomtmg fund councils, accounting 

records and purchase order registers 

AFR 12-50 

C 

which are 

record	 COpies at 
NAFFMB and used to 
record mformanon con-
cernmg all earmngs, 
deductions and adjust-
ments made to each 

employee's pay dunng a 

calendar year 

COpies at other activmes 

at squadrons or below for 
on-base acnvtties, Reserve 
components, and for ISO· 
lated umts administered by 

a NAFFMB 

at squadrons or below or 
at unit fund custodians 

who are authonzed 
separate accounting by 

MAJCOMs 

held by fund custodians 

at alcohohc beverage 

outlets 

at mstallanons 

.
 

Vol II 30 October 1987 

D 

then 

send to NPRC (CPR) when 
records are 3 payroll years 

old, whether audited or unau-
dited, where they are eligible 
for destruction 56 years after 
date of last entry or WIth per-
sonnel	 folder (see notes 1 and 
2) 

destroy 90 days after month 

lm"epared 

retain as long as In effect and 

for 4 additional years, and 
destroy (EXCEPTION for 
Army and AIr Force Monon 

PIcture	 Service (AAFMPS), 
see note 31 

destroy	 after 3 payroll years 
(EXCEPTION on discon-
tmuance of an instrumentahty 

destroy when any discrepancy 
Involved IS cleared per table 

175-2 ) (also see note 2 of 
table 40-7 ) 

destroy when nottfied by 

NAFFMB that account IS In 

balance. 

apply disposinon mstrucnons 

m table 176-3 across the 

board, as appropnate (EX· 
CEPTION where volume IS 

small, records may be retamed 

mtact until 4 years after close 
of FY m wluch funds were 

allocated and destroyl 

destroy WIth related account-
mg records 

see table 215-5 

destroy 6 years after FY In 
which	 fund IS dissolved 

destroy when superseded, 
revoked, obsolete or when no 
longer needed 

destroy 6 years after end of 
FY to wluch thev nertam 



AFR 12-50 Vol II 30 October 1987	 341 

I	 ITABLE 176-3 CONTINUED
 

R A B C D
) U 
L If the documents are
 
E or pertain to consisting of which are then
 

44.3	 monthly accounting records mmutes, statement destroy 4 years after end of 
of operations and net worth, bank statements and FY to which they pertain 
cancelled checks, chapel offermg certificates, bank (EXCEPTION destroy 
deposit slips, receipts, vouchers, expenditure documents required for sup-
vouchers and supporting documents, purchase ord- port of any claim when action 

ers IS resolved provided the reo 

- termon penod has elapsed) 

44.4 contracts dispose of per table 70-1 

44.S	 letters, indorsements, fund council agendas and dispose of per table 10- I. rule 

related supporting documents and other corre- 2 

spondence related to general admuustration of the 
funds but not needed as supporting documents for 
the accountln~ documentation-

44.6 nonexpendable property records and disposmon of at MAJCOMs and mstal- destroy after disposinon of 

- property records lations assets 

44.7 statement of operanons and net worth at other than installations destrov after 2 years 

·45	 collection sheets bowling lane score sheets destroy after I month 

and fee registers -
*46 field ration mess supplemental service charge col- record COpies destroy after 2 years 

- lecnon sheets 

·46.1 all other COpies destroy 120 days after month 

- prepared 

-
) 

·47 golf course fee registers, swunmmg lessons and record COpies destroy after 2 years 

pool registers, etc 

·47.1 all other COpies destroy 120 days after month 
prepared 

48 other supporting documents that may not be included tn specific destroy after 3 years, pro-
documents required detail In rules I through 47, provrding detailed vided related accounts have 

for audit/mspecnon transaction breakdown In support of vouchers or been audited or Inspected or 
accounting entnes (mamtamed with the voucher otherwise cleared for disposal 
or as a separate reference collection), debit or 
credit advrce; fund allocation authorizanon 

certified excerpts of council actions, board of 
officers' actions, inventory adjustments, legal 
records of estabhshment or cancellation of chums, 
other necessary aurhonzanon in support of 
accoununz entnes 

NOTES 
In shippmg records to the records center, include COpies of payor leave records which were forwarded for use in settlement of claims (If duro 

mg the payroll year, a change IS made from machme to manual posting or vice versa, mterfile the forms used Without regard to the difference m 

size, Making an adding machme tape of the yearly total of net payments Tape total must equal the net pay total for year shown on the payroll 
control register The tape IS retamed by the crvihan pay area and disposed of with the related payroll register ) Pack records for shipment as stated 

in chapter 7. List the name and location of all bases, stations, etc, other than parent organization. for which civilian payroll services were per-
formed dunng the penod covered by the records being shipped. 
2 At nme of inacnvanon or consohdanon of payroll offices, records that have not reached the age specified for disposal Will be forwarded to the 

gaming payroll office. winch will dispose of the records m accordance With tlus table 
3 For origmal W4s at HQ AAFMPS, retam as long as In effect. destroy after 4 additional years For duphcate W4s m theater files. retain as long 

as In effect or until employee IS separated, then destroy 
4 For Turkish employees, retam m Turkey after termination of employment until no longer needed to satisfy Turkish legal requirements, then de-
stroy 
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ITABLE 176-4 

INAF REAL PROPERTY MANAGEMENT RECORDS 

R A B	 C D 

U
 
L If the records are
 

E or pertain to consisting of which are then
 

1 title papers	 deeds, court orders, land survey notes, maps, land destroy 10 years after uncon-
tnle opmions, abstracts of certificates of title, and dinonal sale or release of con-
other evidences of title, mcludmg purchase con- dmons, restncnons, mort-
tracts, agreements, court proceedings and judg- gages, or other closure, termi-
ments entnes, documents of payments, addinonal nation, or cancellation of 
land descriptions, with related correspondence agreement 
that document the acquisinon of property by pur-
chase, donation, condemnation, exchange, and 

other such actions 

2 property accountable	 mdividual property cards or ledger sheets showing transfer WIth property on jur-
data	 ongmal costs, major Improvement, deprecianon, isdicnonal transfer or return 

and other data, with supporting project estimates, of property to local (CONUS) 
jusnficanons, transfer vouchers, receiving reports, or foreign (oversea) govern-
and correspondence essential to the unhzanon of ment control 
fixed assets or physical property, which shall 
remain WIth the nropertvf--

3	 records 10 rule 2 that relates to buildings or equip- destroy 5 years after related
 
ment wluch IS disposed of by lease termmanon, property or equipment IS
 

demohnon, or salvage disposed of, provided any
 

needed corrective action IS 

accornnhshed per table 175-2-
monthly/quarterly property hsnngs ongmals at NAFFMB destroy after 2 years .1:L 

3.2	 copies at NAF acnvines destroy when next hsnng IS 

detenruned accurate-
3.3	 work copies at NAFFMB destroy on receipt of next hst-

and used for other than 109 

inventoryr--
3.4	 at NAFFMB and used for destroy after completion and 

annual disinterested party approval of next inventory 

inventory, and inventory 

team work Pllpers 

4 excess and surplus	 correspondence, reports, vouchers and attached destroy after 5 years, pro-
property	 supportmg data, stock records cards, turn-in shps, vided any needed corrective 

shipping records that reflect status of all transfers, action IS accomplished per 
donations or disoosals of nronertv table 175-2 

5 property/equipment requisitions, ISSue shps (receipt records), other con-	 destroy on return of prop-
control	 trol data, and related correspondence that serve to ernes, or when superseded by 

morutor requests for Issuance or return of proper- a later receipt or SIgned 10-

ties ventorv hstmz-
6	 chaplams nonexpendable property records and see table 176-3
 

related data
 

I ITABLE 176-5 

I NAF PROCUREMENT RECORDS 

R A B C D
 

U
 

L If the records are or
 
E pertain to consisting of which are then
 

1 mdrvidual case files	 bids, contracts, modifications, or change orders, for disposinon see table 7~ 1 

WIth other contractual instruments, supporting 

data, and related correspondence pertairung to the 
procurement of supphes, equipment, and services 

that include contracts for construction, modifica-
tions of facihnes, and other services, except con-
cessionarre services 
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I TABLE 176-5 CONTINUED I 
R A B C D 
U 
L If the records are or 
E pertain to consisting of which are then 

2 mvitations for bids bids, abstracts for bids, and other data, WIth re- successful bids forward for inclusion In mdi-
lated correspondence pertaining to procurement VIdual case file (see rule I). 
by formal advertising and requests for proposals 

- when made by negotiation 

3 unsuccessful bids (no destroy after 3 years 
award made) 

4 mdividual vendor files catalogs, brochures, and miscellaneous matenal destroy when superseded, ob-
indicating supplies and services offered by each solete, no longer needed, 
vendor; correspondence regarding changes of when vendor IS removed from 
address, mailing hsts, and comparable records list of suppliers, or on macn-

vation of the activity, which-
ever IS sooner 

5 concessionaires approved apphcanons from prospective conces- forward for inclusion In case 

I--- sionaires file (see rule 7) 

6 disapproved applications from prospective con- destroy when service IS con-

I--- cessionames sidered undesirable, 

7 case files contammg approved applications, agree- destroy 4 years after termma-
ments, financial statements, certificates of non or cancellation of the 
Insurance, data on Installation of equipment, agreement. 
fixtures, that reflect on vanous Independent con-
cessions, such as barber and beauty shops, news 

r-- stands etc 

8 letters of complaint, notices of noncompliance destroy I year after termma-
WIth the agreement, reports of violanons of fire, non of agreement 

) sanitation, secunty, traffic regulations that reflect 
on vanous Independent concessions, such as barber 
and beauty shops news stands etc 

ITABLE 176-6 I 
I NAF SUPPLY RECORDS I 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

1 merchandise stock a perpetual Inventory compnsed of forms and destroy inactive file after 2 
cards showmg, by Item, the receipt, ISSue,balance years. 
on hand, and unit cost placed In an inactive file 
when stock reaches a zero balance and ISnot to be 
restocked, or when balances are transferred to a 
new card or form 

2 food and services monthly Inventory sheets destroy after 2 years. 
3 theater equipment consolidated property records, such as shipping destroy I year after receipt of 

records, recervmg reports, registers of vouchers, new consolidated property 
related records, and reports of the receipt, Issue, record 
and transfer of each Item of nonexpendable sound 
projection and theater eqll!mIlent 

4 requismons ongmals of requests for merchandise for central or destroy after 2 years 

I--- comparable storerooms 

5 COPiesof above destroy after 2 months 

6 vouchers ongmals of merchandise transfers or adjustment destroy after 2 years. 

r--
7 

accountabihtv vouchers 

COPiesof above destrov after 2 months 

) 8 

9 

-

annhcanons 

ration cards and cou-
pons 

letters of application for bulk supplies 

certificates covenng the destruction of used and 
unused cards and coupons 

destroy after I year 
destroy after 2 years 
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I TABLE 176-6 CONTINUED 

R A B C D 

U 
L If the records are or 
E pertain to consisting of which are then 

10	 certificates or affidavits concemmg the loss of 
cards-
control rezistersiu. 

12	 unused obsolete. mutilated. or terminated ration destroy when no longer enn-
cards/coupons ISSued to nuhtary and crvihan per- tied to ration privileges, on 
sonnel for use 10 mihtary exchanges to ration accomphshment of a new 

selected Items ration card or when covered 

10 rule 9 10 or II 

13 Japan Central sales shps reflectmg on Chinese-type merchandise destroy 3 years after date of 
Exchanze sale 

I TABLE 176-7 

I NAF RECREATIONAL SERVICES RECORDS 

R A B C D 

U 

L IT the records are or 
E pertain to consisting of which are then 

1 pubhcity monthly schedules of acnvines, mformanonal bul- destroy when no longer 
letms, leaflets. and related published data that needed 
reflect on NAF club acnvines or other recreation 
programs 

2 membership apphcatrons for membership. related correspond- destroy I year after termma-
ence, Issuance of member cards or plates. letters of non of memberslup. 
resignation. mdefirute suspensions that reflect on 
membership, privileges of swimmmg pools, golf 

~ courses etc 

3 control registers destroy 2 years after final 
entrv 

*4 billetmg accommoda- bed cards or registration cards and receipts used 10 see table ~3. 
nons heu of bed cards that pertain to visitmg officer 

quarters (VOQs) and transient airman quarters 

I-- (TAOs) 

*5 accornmodanons records for room or bed occu-
oancv controls that oertam to VOOs and TAOs 

6 theater authonzanons for working balances. motion pic- destroy when superseded. ob-
ture schedules, employment of personnel, and solete, or cancelled 

~ related data 

7 operational data pertammg to presentation of pro- destroy after 2. years. 
zrams cancellation of showings and related data 

8 

9 (RESERVED) 
10 

177. Accounting and Finance. These tables cover records pertaimng to administration and operation of the AF 
accounting system. These are manual and mechanized records accumulated by all AF activities. They are used to 
show results of accounting operations and to effect the official financial position of the activity. They relate to morues 
due the AF for sales, service, rentals, and other revenue; values of mventories, equipment, aircraft, buildings, and 
other assets; morues the AF owes to other government agencies, foreign governments, contractors, and other liabili-
ties, and all other transactions affecting the accountmg operations and the financial positron of the AF. (NOTE: In 
an mactrvanon, follow the procedures in AFR 177-101, part 2, chapter 1 At oversea accountmg and finance offices 
when circumstances do not permit the regular retention period, or when storage is not available, submit a request for 
the disposal of copies of retamed accounts records to the Commander, Air Force Accountmg and Fmance Center, 
for approvaL) 
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ITABLE 177-1 

) I FINANCIAL STATEMENTS AND CONTROLLED REPORTS 

R A B C D
 
U -
L If the records are or
 
E pertain to consisting of which are then
 

1	 consolidated state- records reflecting on allocations. appropriations, at MAJCOMs destroy after 5 years 
ments and reports	 net disbursements. reimbursements, tnal balances.
 

accountability. financial material, VIolations of
 
AFR 177-16. costs. expenses. military and civilian
 
pay. medical Income and equipment data, foreign
 

military sales. real property. supporting records.
 
and related schedules
t--

2 at major subordinate com- destroy after 4 years (see table 
mands and below 177-15) 

3 statements of certifica- statements wluch attest to having read AFR	 destroy I FY after FY dunng 
non 177-16	 wluch mdividual transfers 

(PCS). IS reassigned to duties 
not reqwnng statement or IS 

separated from service 

4 statement of account- SF1219. or comparable forms and supportmg at field AFOs and reported destroy 2 years after accounts 
ability	 records reflecting summanzations of all collec- to HQ AFAFC are cleared by HQ AF AFC 

tlOO5. disbursements, and transfers for each 

account month 

5	 statement of desig- ongmal SFI149s and supporting records, such as destroy after 6 years 
nated depository negotiated or cancelled checks (or certified lists). 
account bank statements, check reconciliation listings, and 

related papers 

6 controlled reports	 correspondence and other papers relating to re- at HQ USAF and destroy after 2 years 
ports that Include but are not limited to survey MAJCOMs 

code reports, surety bond report, contammg data 

required by HQ USAF for submission to other 
government agencies and the Congress r--

7 at major subordinate com- destroy after I year, or on 

mands and below inactivation of the office. 
whichever IS sooner 

8	 reports of accounting workload and man-hour data at MAJCOMs and below destroy after 2 years 

and finance activities except HQ AFAFC r--
9	 at HQ AFAFC destroy after 5 years 

10	 R&D job order cost job order estimates and job order nme sheets at major subordinate com- destroy after 6 months or 
accountmg system mands and below when no longer needed, 
(JOCAS) whichever IS laterr--

11 records reflecting cost structure of job order destroy I year after super-
standard rates and man-hour rates seded, or when no longer 

needed whichever IS laterr--
12	 job order cost accountmg system tables, register at field cost center man- destroy after I year or when 

hstmgs, detailed listings. and management reports agers and other acnvines no longer needed. whichever 
IS laterr--

13 monthly job order register listings other than last at field AFOs supporting
 

month of FY R&D job order cost ac-
counting
-

14 job order master history hsnng	 destroy 4 years after FY m 

which created or when no 
longer needed. whichever IS 

laterr--
15	 JOCAS tables, detailed hstmgs, management re-

ports, and the job order register hstmg for the last
 
month of the FY
 

) 
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ITABLE 177-2 

I DEFENSE CONTRAcr FINANCING PROGRAM 

R A B C D 

U 

L If the records are or 
E pertaiD to consisting of which are then 

1 guaranteed loan con- apphcanons for V loans and related records, held in operating area for send to HQ AFAFCIDAD 

tract negotiation correspondence between the Federal Reserve 2 years after case IS closed where they are destroyed 

Bank and guarantor, loan or credit agreements and after 4 additional years. 
supplements thereto, guarantee agreements and 

- supplements and related data 

2 pubhc vouchers (ongmal) for purchases and ser- send to HQ AFAFCIDAD I 
VICes other than personal covering admmistranve year after completion of AF 

expenses incurred by the Federal Reserve Bank in audit for retirement to Denver 
connection With loans made pursuant to Executive Federal Archives and Records 

Order 10480 Center (DFARC) after 1 addi-
ttonal year; DFARC will des-
troy these records 6 years and 

3 months from date of 

- account 

3 card mdex control records that contain pertinent destroy when no longer 
mformanon concernmg the financial status of the needed or on discontinuance 

guaranteed loan borrowers of the Defense Contract FI-
nancmg Program, whichever 
IS sooner 

4 contract renegotJauon agreements and unilateral orders pertauung to the held m operating area for send to HQ AFAFCIDAD 

Renegonanon Act of 1948 (50 USC App 1193) 2 years after case IS closed where they are destroyed 

and 1951 (50 U.S.C 1211-1233), tax credit after 4 additronal years 

comeutanons, corresoondence and related data 

5 contractors' indebted- collection vouchers, ledger sheets showing status 

ness of indebtedness and related data 

6 banking facihnes case correspondence, reports and related data that destroy 6 years after terms-
files reflect estabhshment and operation of banking nation of activity or macnva-

facilines and depositones, foreign currency, mih- non of the mstallauon 

tary payment certificates, military payment orders 

and US Treasury checks 

ITABLE 177-3 I 
I INTERNATIONAL ACCOUNTING RECORDS I 

R A B C D 

U 
L If the records are or 
E pertaiD to consisting of which are then 

1	 financial transactions COpies of financial agreements and arrangements at HQ USAF retire as permanent 
between the US and (ongmals at Dept of State), correspondence, and 

foreign countnes or related data evtdencing support rendered or re-
mternanonal organiza- ceived by the USAF (for grant aid records, see 

nons table 400(1)f---
2 at MAJCOMs and below	 see disposinon govemmg the 

accounnng records to winch 
they pertain 

3	 accounts receivable mrernanonal and mtragovemment accounts con- destroy 4 years after final col-
and payable case files	 tammg basic accounnng records, related postmg lecuon and/or payment was 

records, reports, correspondence, COpies of agree- made, provided any correc-
meats, and collection and payment actions nve action required by audit 

has been accomplished (see 
table 175-2) 
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I TABLE 177-3 CONTINUED I 
R A B C D 
U 
L H the records are or 
E pertain to consisting of which are then 

4 foreign mihtary sales shippmg records, machine hsnngs matenal mspec- at MAJCOMs and ALCs destroy 10 years after FY 10 

(FMS) (mihtary assist- non and receiving report (DD Form 250), country (mcludmg oversea depots) which case was closed 
ance) transaction report, and comparable and related and other oversea and 

records pertammg to accountmg for expenditures morutonng acnvmes 

mcident to the DIrect Forces Support Program, 
Common Items Programs, Excess Program, 
Foreign MIlitary Facihnes Program, Off Shore 

Procurement Program, and the Foreign Mihtary 

Sales Program (formerly the Reimbursable AId 

- (RMA) Program) 

-L (RESERVED) 

6 FMS suspense control cards, dally and monthly destroy after 5 years 
detail delivery cards 

7 FMS case files US Department of Defense Offer and Acceptance, at HQ AFAFC destroy 10 years after FY in 

collection history WIth receipts, dISbursement which case was closed 
records, delivery history WIth FMS transactions, 
audit summary sheets, computer ledger listings, 
and miscellaneous correspondence pertaming to 

the case 

8 detailed balance of reports of cash transactions affecting funds dis- destroy 10 years after FY 10 

oavments transactions bursed and/or collected which created 

9 FMS billing copies of statements of FMS transactions sub-
muted to foreign governments and supporting 

documentation consistmg of vanous computer list-
mgs and related correspondence; delivery, and 

f-- case control listings 

10 operational copies of records 10 rule 9 destroy after 8 subsequent 
cvcles have been received 

11 collection and dis- operational copies destroy after postmg/bal-
bursement vouchers ancmg actions are complete or 

f-- when no longer needed 

12 copres of vouchers and supporting records main- retire to Denver FARC after 
tamed centrally for research and audit purposes 3 years where they are de-

stroyed 10 years after FY 10 

winch created. 

13 command reimburse- command lists, accounts payable lists, nonmterfund 

ments transactions hsts, and other products supportmg 

r--- FMS reimbursements to commands 

14 operational copies destroy 3 years after dIS-
crepancies are resolved 

15 reports of Item discrep- forms and hsts of discrepancres and related corre- retire to Denver F ARC 3 

ancies spondence years after discrepancy IS 
resolved, and destroy 10 years 

after discrenancv IS resolved 

16 Army and Navy imtial mmal load cumulative list, case spread sheets, destroy 10 years after FY 10 

loadmg matenal audit notes, FMS transactions, and related doc- which created 

umentanon 

17 ArmylInterfund bilhng data winch consists of Army Input Totals destroy 3 years after FY m 

LIst, Rejected Army Interfund Transactions, winch created 

Army Interfund Unmatches by Product Control 
Number (PCN), Register of Delete Out-of-Balance 

Actions taken, In-Balance Summary Cards LISt, 
Retail Stock Loss Allowance Transacnons, Inter-
fund Zero Balance Listings, Urudentified Input to 
Secunty ASSIstance Accountmg Center (SAAC)) Convener, FMS Interfund Summary Transactions, 
HIstory FIle and other records pertaimng to 

Annv IInterfund 
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I TABLE 177-4 

I REVOLVING FUND RECORDS 

R A B 

U 
L If tbe records are or 
E pertain to censistmg of 

industrtal funds prmtmz reouismonsi.i.; 
2	 ledgers (subsidiary and detail), registers, tnal bal-

ances, requisinons, movement records, and sup-
porting books of ongmal entry 

3 Air Force stock funds	 subsidiary ledgers, Journal vouchers, books of
 
origmal entry (mcludmg commissary Journals)
 

-
3.1	 computer lisnngs of base input compnsed of pre-

vahdanon, edit errors, SRAN status, out-of-
balance and In-balance 

4	 general ledgers books of final entry (manual and mach me form 
ledgers) 

financial statements year-end statements~ 
copies of statements ~ 

6.1	 monthly, quarterly, semiannual and annual finan-
cial statements such as statement of financial con-
dinon, change in capital of the fund, etc, and drvi-
sion tnal balances 

7	 medical/dental stock computer products includmg but not Imuted to A 

funds (B3500/BV & F adjustment error list (BID), dally matenel 
products) transaction hst (BIF), dally update (B2E), BKI, 

BK2, and IBT card transmittal hst (B2Q), project 
funds management record list (dally) (C2A), cost 
center/due-out change hst (C5P), due-in record 
audit list (F2H), chums payable/receivable status 

(F2N), cost center due-out reconciliation adjust-
ment hst (F3K), GLA transaction update (dally) 
(R 7B)' orocessmz control reoort (R7C)-

8	 local purchase and MILSTRIP payment hstmgs 

(B3L/M), PFMRlCCR status (CIA) and recon-
cihanon (EOM), Medical Matenel Accounting 
System output (CIZ), Medical Matenel Man-
agement Report, RCS HAF-SGS(M)7136, Proj-
ect Funds Management Record LISt (EOM) 
(C2A), negative bilhngs report (C2D), monthly 

reimbursable investment transactions (C2K); stock 
fund reimbursable sales and sales returns (C2R) 
customer billing records (C2S), excess to DPSC 
(EOM) (C3B), clauns receivable/payable records 

(EOM) (C3P), on-order-mtransit and payable list-
mg (EOM) (C3W), summarized general ledger 
entry (C3Y); general ledger summary listing 

(C6B), cost center list (EOM) (FIA), procurement 
fund summary record hst (EOM) (F2A); local pur-
chase open Item list (EOM) (F2M); MILSTRIP 
research and follow-up list (F2I), GLA transaction 

update (EOM), E, GLA, MGL, S transactions 

(ClC), DLA excess status deletions (B3B), dehn-
quent accounts delete card list (F2P); details 
records wntten off list (F20) 

9	 Air Force Stock Air Force stock fund matenel accountant
 
Fund Reporting Sys- errors/messages, stock fund managers' errors/
 
tern (B3500/YO) messages
-

10	 Air Force stock fund orocessIng control 

AFR 12-50 

C 

whIch are 

I 

at HQ AFAFC 

at HQ AFAFC 

used pnmanly to support 
medical/dental stock funds 

general ledger update, to 

reconcile With the tnal 
balance and to reconcile to 
expense, obhganon, and 

reunbursement data m the 

general accounting (BQ) 
system 

, 

Vol II 30 October 1987 

D 

then 

destroy after I year 

destroy after 2 years, pro-
vided any corrective action 

required by audit has been 
accomplished (see table 
175-2) 

destroy after 2 years, pro-
vided any corrective action 

reqwred by audit has been 
accomplished 

destroy after 6 months 

destroy after 6 years 

destroy after 5 years 

destroy after I year 

destroy after 5 years. 

destroy after 3 months 

destroy after I year 

destroy 30 days after report 
month 

destroy after I year 
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ITABLE 177-4 CONTINUED I 
R A B 

U 
L If the records are 

E or pertain to consisting of 

..M!:L ~eneral ledger audit uodate 

11 AIr Force stock fund tnal balance, proof of 
accounts 

-
12 consohdated oavment historv hst 

13 RESERVED 

14 Automated Matenel computer hsnngs mcludmg but not hrmted to 

Accounting System	 EOD, IMR and GLA update (D07), daily 
(UIOS~II)	 PFMRlOCCR update and reconcihation (OIl), 

EOD punch-out, FIA code hstmg (D32), SF 
MACR status report (D08); dally fuels update and 

AM AS punch-out (027)-
15	 SF MACR status report (EOM-D08), daily fuels 

update and AMAS punch-outs (EOM-D27), local 
purchase and MILSTRIP payment list (029), 
stock fund on-order, mtransit payable hst (MOl); 
orgamzanon cost center lists (EOM plus all cost 
center report card lists) (M03), PFMR detail bil-
hng hsts (MOS), EOM punch-out (M12), SFIMR 
report (MI8), fuels sales analysis report (M27), aVI-
anon fuels bilhngs (including transfer out accounts 

payable and receivable hst With supportmg 

records-M28), stock fund unobligated and obh-
gated due-out summary report (M29), SF bilhng 

products (MOS/M33), PFMR reports (EOM) 
(M3S), obhgated due-out hstmgs (M36), LP and 

MILSTRIP research and follow-up list (M37), 
major appropnated funded Investment MACR 
status hst (M07), equipment m use general ledger 
update hst (MI7), OP-26 fuels budget exlubit 
report (M39), equipment in use (Q03), investment 
mventorv reconcilianon (006) 

16· machine cards	 includmg but not hrmted to local purchase and 

MILSTRIP payment cards, A VFUEL obhganon 
transaction cards. E and R cards, G LA cards, fuel 
sales analysis report cards, MILSTRIP follow-up 
cards, tnal balance repon cards. OP-26 report 
cardsI--

17	 seller mterfund cards 

18	 A VFUEL Manage- A VFUEL transaction/edit list, Parts I through 

ment Accounting VII (F3A), A VFUEL Transient Refuelmg Sus-
System (AMAS) pense Control (F2D), A V FUEL Transient Open 

Item list (F3F) -
19	 assigned aircraft validation control hstmg (F3E), 

wing/base aircraft summary (F3C), wing/base 
MDS summary (F3D), current month AZZ AVO, 
and AHR transmittal list (F3H), consohdated 

transaction history hst (F2R) 

20 commissary account-	 monthly local purchase receipts at inventory 

mg	 value/standard and cost, mterfund btlhng trans-
action list, delete transaction hst, open Item hsnng, 
monthly general ledger summary hst, summary of 
receipts from DPSC sources 

C 

which are 

used pnmanly to review 

SBSS transactions and 
their effect on the ac-
counting records 

used pnmanly to support 
AFSF general ledger 
update; to reconcile with 

the tnal balance, and to 
reconcile to expense, oblr-
ganon and reimbursement 
data in the General 
Accounting (BQ) System 

D 

then 

destrqy after 6 years
 

destroy 2 years after close of
 
the FY to wluch they pertain,
 
provided any corrective
 

action required by audit has
 

been accomplished (see table
 

175-~
 

destroy after I year
 

destroy after 3 months or
 
upon receipt of new hstmg,
 
where annotation IS required,
 
retain record until annotation
 
has been transferred to new
 
record.
 

destroy after I calendar	 year
 

destroy 30 days after month 

produced or processed 

, 

destroy 6 months after pro-
duced 

destroy after 3 months 

destroy I year after close of 
FY 

destroy after I year 
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ITABLE 177-5 

IDISBURSEMENTS REIMBURSEMENTS COLLEcrION AND CONTRAcr RECORDS 

R A B C D
 

U
 

L If the records are or
 
E pertain to consISting of which are then
 

1 origmal accounts collection and disbursmg vouchers, bond Issuance at HQ AF AFC for GAO retire after 12 months to 
(money / disbursmg)	 schedules, applicable control registers and hstmgs, Denver FARC where they 

statements of accountability and supportmg are destroyed 6 years and 3 
records, telephone and telegraph bills, Treasury months from date of account. 
statements and reconcihations, certificates of de- EXCEPTION Hold ongmal 
POSIt, and comparable data accounts pertammg to Amen-

can Indians mdefimtelv
I--
*2 substantiatmg records for the Jomt Uniform MII- at HQ AFAFC for GAO retire after 12 months to 

itary Pay System (JUMPS) mcludmg the origmal Denver FARC where they 
document transmittal hsnng WIth supporting are destroyed after a total of 6 

records such as reports of leave transactions, IDIh- years and 3 months. 
tary pay orders, allotment authonzanons, pay 

adjustment authonzanons, pay record accessibility 
roster, leave certifications, and the ongmal 
JUMPS data change transaction registerI--

3 contracts WIth change orders, supplemental agree- at Denver FARC for destroy after 6 years and 3 
ments, parts hsts, drawmgs, charts, diagrams, and GAO months 

related data. concemmg purchases and sales of 
materials, supplies, equipment and services, con-
strucnon, lease of land, and other property data 
(also see table 7()-1)

I--
4 records descnbed m rules 1 and 2 at bases for GAO send to HQ AF AFCIDAD 

after 3years~ee table 175-31f----
4.1	 records descnbed in rule I at bases for NATO Infra- send copy of vouchers to HQ 

structure	 Program USAFEIDEXN (see table 

86-4) and the ongmal WIth 

the records m rule I above to 
HQ AFAFC/AJQED 

5 Wherry or Capehart record of appropnanons, reimbursement reports, at HQ USAF destroy 6 years, 3 months
 
Act Housing vouchers, to mclude expenses, mortgage insurance after final payment IS made
 

premiums, and related accounting records according to FHA amortiza-
non schedule or mortgage IS
 

Ipaid (see note)
 

NOTE Obtain clearance from HQ USAF/LEE and HQ USAF/JA before authonzmg destruction (See also table 90-1 ) 

ITABLE 177-6 

I LEDGERS JOURNALS USTINGS AND REPORTS 

R A B c D
 
U
 
L If the records are or
 
E pertain to consisting of which are then
 

*1 general ledgers ledgers, 
bases 

allocation files, and command files for at MAJCOMs, major 
subordinate commands, 
and other operating agen-
cres er AFR 177-130 

destroy 6 years and 3 months 
after FY to which they per-
tll1n 

2 reconcihatron hstmgs credit and 

mechanical 
ward and 

debit block registers, 
hstmgs predetermmed 

lot roof hstm s 

reconciled 

and brought for-
destroy after 6 months. 

*3 dail audit lists destro after one month 
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ITABLE 177-7 

ILOSS OF FUNDS CASE FILES 

R A B C D 
U 
L If the records 

E are or pertain to consistmg of which are then 

1 losses of appropnated reports of mvesngatmg officers and of proceedings	 cases in which the AFO IS destroy 4 years after date of 
funds	 of boards of officers, alhed papers contairung fac- granted rehef and no other last action (see note 2) 

tual mforrnanon on losses, correspondence, and person IS held liable 

related papers used to determme pecuruary habil-
ity for losses -

2	 cases in which the 6--year destroy 6 years after date of
 
statute of lumtanon allows last action (see note 2)
 
an mdrvidual or bond com-
pan y to file a claim for the
 
amounts paid to cover
 
losses of funds (see note 1)
-

3	 reports, substantianng data, miscellaneous corre- at HQ AFAFC destroy after 5 years
 
spondence concerning shortages/overages in
 

accountmg and finance officers' accounts, mclud-
mg but not hmited to. quarterly report of unex-
plained losses, semiannual report on day-to-day
 

operanng losses/overages under $500, subsidiary
 

accountabilrty record, synopsis of final action on
 

closed cases. letters and messages providing expla-
satlon of shortages
 -

4 at other than HQAFAFC destro~ after 1 ~ 

NOTES 
Cases m which the 6--year statute of hrrutation applies are 

a Cases m which loss IS repaid voluntarily or mvoluntaniy as the result of an approved finding of habihty by an mvestigatmg officer, board of 
officers, the Commander of the Accounting and Finance Center, or by the Secretary of the AIT Force 

b Nonmvesngated loss cases m which shortages were paid 

c Cases certified to the GAO as uncollectible 
2 Date of last action IS the date GAO advises that the debt was collected, or collection efforts were terrnmated, and/or, If nothing IS reported to 

AFAFC by GAO, I year from the date case was certified to the GAO 

I ITABLE 177-8 

I CLAIM COLLECTION MISSING-IN -ACTION KILLED-IN-ACTION AND PRISONER-QF-W AR CASE FILES 

R A B C D 

U 

1 

l. If the records are
 

E or pertain to consisting of which are then
 

1	 pay and allowances (rml- records reflecting development and adjudication of at HQ AFAFC destroy 6 years after date of 
nary and civihan)	 claims for pay and allowances, travel and transporta- final acnon
 

non allowances. reimbursements for transportation of
 
dependents. and shmment of household goods
-

*1.1 copies of rule 1 records pertammg to demed claims at other than destroy 1 year after close of
 
AFAFC FY after final adjudicanon of
 

the claim
 

2 corrected mthtary pay and records used to adjudicate and make final detemuna- at HQ AFAFC destroy 6 years after date of
 
allowances nons of adjustments consistent With 10 USC 1552 final action
 

casualty records	 correspondence and other data required to detemune
 

appropnate beneficiary and to facihtate expeditious
 

payments. and rephes to inqumes, used also for
 
authonzmg field payments of 6 months' death gra-
tuity, and settlement of unpaid pay and allowances,
 
and to ad lust and prepare statements of accounts
 

4	 rrussmg-m-acnon mforma- payments and adjustment records, COpies of cor- apply rule 3 or 4 I, as appro-

lion recnon of records, correspondence WIth dependents, pnate
 

divorce decrees, marnage certificates. beneficiary 
records, and all suppornng records for disbursements '- ) 
mamtamed until member's status changes 

3 



352 AFR 12-50 Vol II 30 October 1% 

I TABLE 177-8 CONTINUED I 
R A B C D
 

U
 

L If the records are
 

E or pertain to ecnslsnng of which are then
 

4.1	 prisoners-of-war (POW) rule 4 records used in admimstenng member's finan- destroy 56 years after memo 
cial affairs while in a POW status ber's return from POW status 

4.2	 rmssmg-m-acnon (MIA), quarterly cumulative records of USSDP depos- destroy 56 years after last 
krlled-m-action (KIA), and Its/withdrawals, mdivtdual settlement files and settle- account IS closed 

prisoner-of-war (POW) ment hsnngs used to detemune status and history of 
uniformed services savings members' USSDP accounts 

deposit program (USSDP) 
accounts 

5 rerrussion/waiver of m-	 apphcanons from military members and civihan em- destroy 6 years after date of 
debtedness	 ployees for rermssron or waiver of indebtedness to final action
 

government, mcludmg all supportmg records and final
 
determmanon
 

6 fraud or forgery records	 reports of mvesnganons and correspondence created
 

to establish amount indebtedness, and to effect collec-
non 

7	 commercial accounts of denied claims
 

contract and sundry claims
 

made agamst the govern-
ment or vice versa
r---

8	 other than derued claims, which are returned to destroy all remainmg papers 
claimant, forwarded to field AFO, or MAlCOM ~fter 30 days, provided a case 
headquarters and/or to GAO for final processing history card IS processed (see 

rule 9)"----
'1 case history record cards reflecting on claims other destroy after 3 years. 

than those denied 

10 collection case files	 records rmnanng collection acnon and supportmg retire to Denver FARC with 
indebtedness, mcludmg rebuttal letters from member, substantianng records (see 
correspondence concermng indebtedness. and COpies table 177-5) 
of applications for waivers for military members on 
active duty-

11	 rule 10 records for out-of-service member whose associate with Management
 
indebtedness was Incurred while member was on Case Files (T177-32) or
 
active dun' retired pay folder TI77-34)
 

12 garnishment actions	 case files containmg the legal process reflecting devel- m designated cen- destroy 6 years after case IS 
opment, pay over orders, copies of pay vouchers, un- tral control office closed 
honored cases, and inqumes -

13	 m offices other destroy I year after case IS 
than designated closed 
central control 
office 

I*TABLE 177-9 

I REPORTS OF SURVEY REGISTERS CHARGES COLLECTIONS AND NOTICES OF	 EXCEPTION RECORDS 

R A B C D
 
U
 

L If the records
 

E are or pertain to consisting of which are then
 

1 reports of survey case reports of survey, records used In lieu of, and at the report of survey destroy 6 years after final 
files	 correspondence pertammg to, lost, damaged, or (ROS) Adrmnistrator's action by the appomtmg or 

destroyed government-owned or leased property, office approving authonty 
investigations and reviews of facts and circum-
stances involved, assessment of financial liability 

and actions on waivers and appeals thereof, 
actions taken on debts resultm from assessments 

I 

i 
I
 
I
 

i 
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R 

U 

177-9 CONTINUED 

A 

I 
B C D 

L If the records 

E are or pertain to consisting of which are then 

2 

-
retamed copies of reports of survey, records used 

ID lieu thereof, and related correspondence and 
SUDoortIDg records 

at prepanng acnvines destroy 2 years after minanon 

3 

-

retained copies of reports of survey used to sup-
port supply system stocks inventory adjustment 
vouchers or adjustments to m-use accountable 
propertv record Items 

at supply 

offices 

accountable destroy 2 years 
of adjustment 

from the date 

4 

f--
5 

retained copies of reports of surveyor records 

used in lieu thereof pertairung to damage to Au 
Force motor vehicles 

retamed copies of reports of survey and related 
correspondence used to support assessment of 
financial habihtv 

at transportation offices 

and ID urnt vehicle control 
officer files 

at accountmg and finance 
offices (AFOs) 

destroy per table 77-\ 

destroy \ year after assess-
ment has been collected, or 
financial habihtv IS VOIded 

6 reports of survey 

registers 
form registers and comparable forms that provide 
a complete record of each report of survey 

destroy \ year after final 
action IS completed on all 
entnes of a terminated reg-
ister, 

7 GAO nonces notices 

against 
finance 

of exceptions that are Issued by GAO 

disbursement acnvities of accounting and 
officers charged WIth anpronnated funds ~ 

destroy I year after exception 

has been cleared by GAO 

ITABLE 177-10 

IUSER CHARGES REPORT RECORDS 

) 
R 

U 

L 

E 

A 

If the records 

or pertain to 

are 
consisting of 

B 

which are 

C 

then 

D 

1 

I--
Z 

user charges 

and reports 

rendered 

reports 

of services 

consohdated reports, feeder reports, correspond-
ence, and related data 

retained copies of reports covered m rule I, 
related correspondence, and other pertinent data 

at HQ USAF and HQ 
AFAFC 

at other than HQ USAF 

and HQ AFAFC 

destroy after S years 

destroy when superseded by 
follow-on report, or I year 
after any discrepancies ID 

reported data are reconctled 
by HO AFAFC 

ITABLE 177-13 

I FINANCIAL PROPERTY ACCOUNTING RECORDS 

R A B C D 

U 

L If the records are or 
E pertain to consISting of which are then 

1 mecharuzed 

tabulations 

cards and detail and summary cards for any number of days or 
pen ods within a particular 
month, for monthly, or the 

accumulation of any num-
ber of months for consoh-

destroy after necessary rec-
oncihations have been made 

WIth pertment documents. 

f--
Z hsnngs and tabulations 

dated purposes 

destroy on receipt of new 
IDg or when no longer 
needed whichever IS later 

hst-

RESERVED 

4 RESERVEDt' ) 3 
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ITABLE 177-13. CONTINUED 

R A B C D 

U 
L H the records are or 
E pertain to consISting of wbich are then 

5 basic transactions financial inventory accounnng (FIA) forms and at ALCs and bases destroy I year after close of 
records, requisiuons, and shrpping records, ISsue the FY or calendar year to 

and turn-in slips, reconcihation and adjustment which they pertain 

vouchers and other ernnent documents 

6 FIA monthly and/or quarterly reports, operatmg 

statements, special reports and analyses, and other 
ertment r orts manual or mechanized 

ITABLE 177-14 

I AIR LOGISTICS CENTERS	 (ALes) ACCOUNTING RECORDS 

R A B C D 

U 

L H the records are or 
E pertain to consisting of which are then 

1 basic transactions	 cost ledger sheets, control registers, pro rata regts- at ALCs destroy 1 year after close of 
ters recapitulation work sheets and reconcihanons FY to wluch they oertam

f--
1 records covered in rule I that are used to record destroy I year after FY m 

more than I year's cost, such as motor vehicle wluch transaction IS entered 

cost records rn the leqger 

3	 mechanized EAM daily detail cards destroy after reconcilianon 

cards and tabulations With penodic summanes
I--

4 penodic summary cards (except budget destroy after I year 
iustmcatlOn cost summarv cards see rule 7)r--

5	 tabulations and correction sheets (except daily list- destroy 1 year after close of 
mgs m rule 6) FY to which the~_rtaJn

I--
6 daily hsnngs, when consohdated in monthly hst- destroy after 90 days 

mES 

7 histortcal cost data	 summary costs by organization (operating cost re- destroy after 10 years 

ports), summary of cost by type production 

(budget Justification cost summary cards), and spe-
cial project costs accumulated 

8	 MAP maintenance and detailed records pertaming to all maintenance and destroy after 6 years 

rehabihtation project rehabihtanon projects on reunbursable mihtary 

records assistance sales 

ITABLE 177-15 I 
I ACCOUNTS CONTROL RECORDS I 

R A B C D 

U 

L H the records are or 
E pertain to consisting of wbich are then 

-I general ledgers	 manual and machine form ledgers, to include but at base level accounts con- destroy 4 years after FY to 

not luruted to the Operating Budget Ledger and trol SMAs which they pertain 
Allotment Led er 

1 subsidiary ledgers	 vanous forms and formats covenng allotments, destroy 3 years after FY to 

obhganons, appropnatIon summanes, transactions wluch they pertain 

paid by and for others, adjustments, suspense 

Items, object classes, open allotments, industrial 
funds, stock funds, deposit funds, cash accountabil-

and ex nses 

successor (M) account ledgers destroy 3 years after hquida-
non 

3 



7 AFR 12-50 Vol II 30 October 1987 355 

ITABLE 177-15 CONTINUED I 
R A 8 C D 
U 
L If the records are or 
E pertain to consisting of winch are then 

*4 supporting records (to Budget Authority/Allotment (AF Form 401). or destroy 3 years after FY for 
ledgers in rules 1. 2. authonzed replacement. Oblrgatron which related appropnanons 
and 3) Authonty/Suballotment (AF Form 402). subsidi- are available for oblrgation, 

ary distrtbution of allotments and BAs to other (See table 177-21 for crvihan 
SMAs. Journal vouchers. and applicable records pay. and table 177-22 for mih-
pertairung to recording commitments, obhganons, tary pay) 
accrued expenditures (paid and unpaid), reports of 
TOY and PCS on mrlrtary or civilian travel under 
specific or centrally managed allotments. and 
Status of Funds Data Base Transmissrons 

5 allocation and allot- contracts. purchase orders. receiving reports. and held unnl the obhganons destroy 4 years after hquida-
ment records pertain- other applicable records pertammg to unliquidated are hqurdated (mcludmg tlon 
mg to connnumg X or allocation and allotment accounts of X and new records created as a 
No-Year appro- No-Year appropnations, and unhquidated obhga- result of the transferred 
pnanons nons of lapsed appropriations that have been appropnanons) 

transferred to appropnate successor (M) appropn-
anons 

6 financial statements retamed COpies of records required by htgher destroy after 4 years. (Also 
schedules and reports headquarters see table 177-1 ) 

ITABLE 177-16 I 
IAUTOMATIC DATA PROCESSING/PUNCH CARD ACCOUNTING MACHINE ACCOUNTS CONTROL 

R A 8 C D 

U 
L If the records are or 
E pertaIn to consisting of which are then 

1 basic transactions destroy ~r table 177-15 

2 daily detail machine data used m dally operations destroy when necessary 

cards reconcihations are made WIth 
I pernnent documents 

3 penodic summary data used for any number of days or pen ods with- destroy after 6 months 

machine cards in a particular month. or for accumulation of any 

number of months for consolidated purposes 

4 monthly summary rna- destroy after reconcihauons 

chine cards are made or when no longer 
needed whtchever IS later 

5 tabulations used m tabulations that include but are not luruted to edit destroy I month after 
dally operations lists, transaction registers. ledgers. reports. main- monthly cutoff or when all 

tamed m monthly mcrements questions are resolved. whtch-
ever IS later (EXCEPTION. 
destroy year-end fiscal quarter 
tabulations after 3 months or 
when all questions are 
resolved. whtchever IS later) 

6 pen odic summary tab-
ulanons 

7 monthly summary tab-
ulanons 

*8 consohdated machine annual appropnanons records produced from destroy 4 years after FY for 
cards and tabulations monthly summary or other records. to mclude but which related appropnanons 

not luruted to. selective transaction history listing, are available for obhgation 

r-- usually for an entire FY 

I J 
9 successor (M) appropnanon accounts pertainmg to 

unhquidated obhganons transferred from lapsed 
appropnanons produced from monthly summary 

'--- or other records usuallv for an entire FY 

destroy 4 years after hquida-
non of obhganons (see refer-
ence to (M) accounts in table 
177-15) 
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ITABLE 177 16- CONTINUED 

R A B C D 

U 

L If the records are or 
E pertam to consisting of which are then 

10 contmumg X or No-Year approprtations docu- destroy 4 years after closing 

ments out of the individual alloca-
non or allotment account 

11 base matenel/supply computer listmgs including but not hmited to at base level subject matter see table 177-4. rule 14 

automated system EOD IMR and GLAC update. daily PFMRI areas (SMAs) 
(Univac 1050-11 prod- OCCR update and reconciliation, EOD punch-out, 
ucts) dally fuels divisron punch-out, base MCS transac-

tion list, Investment MACR status report and 
reconcihanon hst, equipment In use GLA update, 
SF obhgated and unobhgated and due-out report, 
OCCR record hst and summary, LP MILSTRIP 

BNR, RNB, details vahdanon hst, Investment 
equipment reconcihanon GLAs 14041, and other 
miscellaneous hstmgs, furrushed to other orgamza-

t-- nons or Included later In EOM products 

12 SF MACR status report, local purchase and MIL- see table 177-4, rule 15 

STRIP payment hst, SF on order mtransit payable 

list, PFMR reports, EOM punch-out hsnngs, A & 

- F due-out list LP open Item lists 

13 dally, penodic and monthly summary machme see table 177-4. rule 16 

cards 

I TABLE 177-17 

I INTERNAL CONTROL RECORDS 

R A B C D 

U 

L If the records are or 
E pertain to CODSlSting of which are then 

1	 Treasury checks and transfer of checks report and related mternal control at AFOs. deputy destroy after 6 years 

savings bonds control records AFOs. or agents-
2	 records on returned and undehvered checks and destroy I year after disposi-

bonds	 non of the checks and bonds 

IS recorded. destroy any re-
mammg records after 1 year. 
or on macnvation of office 
whichever IS annhcable 

3 (RESERVED) 

4 safe. vault secunty at AFOs, deputy see table \25-1 

control AFOs. or agents 

5 apphcations to keep destroy on inacnvanon of 
cash on hand office 

6 cash accountabrhty analyses of dally cash accountabthty, receipt for destroy after 1 year. provided 

control transfer of cash and vouchers, transfer of currency, any discrepancy IS cleared 
dally summary of cash collecnons, cashier's daily 
summary, and related data-

7	 reports of overages and losses of public funds. and 
cash venficanon reports 

8 appointment orders	 admimstrauve orders appomtmg mdrviduals as destroy 6 years after cancel-
casluers and agents. orders. such as designanon and lation or revocation of the 
appointment of deputy to accounting and finance order. provided there are no 
officer. wntten designations of mdividuals withm the outstanding discrepancies for 
office to execute certificates on vouchers and other which corrective action has 
records. signature cards pertauung to certifying been prescnbed by HQ 
officers and related data AFAFC (see note) 
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ITABLE 177-17 CONTINUED I 
R A B C D 
U 
L IT the records are or
 
E pertain to consisting of which are then
 

9 card control files	 cards contammg disbursing symbol numbers. name at HQAFAFC destroy when no longer
 
and address of AFOs. and senal numbers of all checks needed
 
for wluch AFO IS accountable. name of installation.
 
and senal number of check-stznmz eoumment
t--

10 cards contammg name of mdrvidual bonded. effective 

and termmanon dates of bond. and name of surety 

comllan~ 

11 check control	 machme record control cards of all pay checks trans- destroy after I year
 
ferred to HQ AFAFC vault for safekeepmg until
 
mailed to reciment
 

12 returned checks and	 ongmal form of returned check or bond records. or destroy after 3 years 
bonds	 comparable forms used for venfication, mformanon,
 

accountmg citanon, and searchmg for disposinon on
 
returned checks or bonds
 

13 check photostats	 photostats of checks ongmated m GAO and for- destroy I year after c1aun IS
 

warded to HQ AFAFC for use m processmg c1auns settled.
 
and in reconcrhnz overdrafts and underdrafts
 

14	 search cards for forms (work sheets) used to provide a complete sum- destroy after 2 years
 
checking account matron of discrepancies and overdraft or underdraft
 
discrepancies adjustments necessary to balance an AFO's checking
 

account 

15 transmittal card file	 forms. such as voucher transmittal sheets or com par- destroy when the AFO's
 
able forms. reflectmg the first and last check number accounts are destroyed
 
of each sequence m the voucher. the disbursing sym-
bol voucher number and ledger code
 

16 control logs	 logs used to provide reference and control for records at AFOs destroy 60 days after close of
 
of travel payments calendar vear
-

17	 forms used to provide reference and control of micro- destroy with nucrofilmed
 
filmed pay records. negotiable instruments, and similar records to winch they pertam
 
data
 

NOTE HQ AF AFC advises AFOs of outstanding discrepancies wtthm specified retention penod In the absence of such advice, AFOs may de-
stroy the records when eligible 

ITABLE 177-18 I 
I COMMERCIAL SERVICES-FINANCIAL RECORDS 

R A B C D
 

U
 

L IT the records are
 
E or pertain to consisting of which are then
 

1 fund distribution	 memorandum advice, from the accounts control area, destroy after end of FY to
 
of fund distnbunon records which thev oertam
 

2 obhganon authonty	 obhgatton authority forms. rmhtary mterdepartmental destroy 4 years after commit-
purchase request. project orders and comparable doc- ment and obhgatton or 4 years 
uments used to provide funds for commitment and ob- after expiration date stated on 
hzanon purposes record~ 

*3	 cancelled commit- unobhgated commrtments (UOCs) retamed per AFR destroy I year after cancel-
ments 177-102 chapter 9 latton
 

3.1	 cancelled obhgations undehvered orders outstanding (UOO) and accrued destroy 6 years and 3 months
 
expenditures unpatd (AEU) used to support claims by after cancellatton
 
vendors
 

4 accounts receivable	 ledgers and supporting records used to reflect origmals at AFOs destroy 6 years and 3 months
 
appropnanon reimbursements. refunds. and credits to after penod of account
 

J	 deposit fund and receipt accounts-
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ITABLE 177 -18 CONTINUED 

R A B C D 

U 
L If the records are
 

E or pertain to consisting of which are then
 

5 collection vouchers and supportmg records COpies at AFOs	 destroy 3 years after close of 
FY In which final collection IS 

effected, provided there are 

no discrepancies for which 
corrective actions are pre-
scnbed by HQ AF AFC (see 
note) 

6 accrued expenditures expenditure vouchers and AIr Force Contract Man-	 destroy 6 years and 3 months 

paid files	 agement DIVISIon (AFCMD) and Defense Contract after close of FY In wluch 

Administration Service Regions (DCASR) disburse- final payment IS made, pro-
ment reports held per AFR 177-120 vided there are no discrep-

ancies for which corrective 
actions are prescnbed by HQ 

AFAFC (see note) ~ 
mterfund transactions and 1!Y other registers~ ·7 original substannanng records With COpies of expendi-
ture vouchers held per AFR 177-102
 

7_1 (RESERVED)
 

8 record transmittal	 summary statement of acnvrty forms and/or similar destroy 6 months after receipt 
forms, received by subject matter areas (SMAs) to IS furnished SMA 

control transmission of source records pertammg to 
anproprtation reimbursements 

9	 COpies of reports per- destroy I year after FY to
 

tinent to commercial wluch they pertain
 

service SMA
 

10 posting media	 records (other than source records) such as Journal destroy after 90 days, or 90
 

vouchers, posting data transfer, similar forms and spe- days after discrepancy wluch
 

ciahzed posting media for machine apphcations, used may be Involved IS cleared
 

to m-ovlde mnut data to the accounts control area
 

11	 control logs for re- destroy 6 years after close of
 
cording disbursement FY In which created
 

and collection
 

vouchers
 

12 commitments or obh-	 all active commitment and obhgatmg records as when paid, dispose of per rule 

ganons	 reflected on the open Item/record list and others, used 6 or 7, as apphcable, when not 
to support comnutments and obhganons In accounting paid, dispose of per rule 2 or 
records 3 

NOTE HQ AFAFC advises AFOs of outstanding discrepancies withm specified retennon penod In the absence of such advice, AFOs may de-
stroy the records when eligible 

ITABLE 177-19 I 
IPAYING AND COLLECTING 

R A B C D 

U 
L If the records are 

E or pertain to consisting of which are then 

1 daily cash accounta- forms such as daily cash accountability and transaction destroy I year plus I month 

bility summary, daily summary of receipts, reimbursements and after close of FY to which 

net dtsbursements, daily voucher control, cash collection they pertain, provided there 

record, daily voucher transmittal forms, and related data, are no outstanding discrep-
used by the paymg and collectmg subject matter area ancies for which corrective 

(SMA) to provide summary information to the accounts actions are prescnbed by HQ 

control area. or to reflect daily transactions with other AFAFC (see note) 
SMAs 
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I TABLE 

R) 
U 

L
 
E
 

2 

3 

4 

-
5 

-
6 

7 

8 

9 

*9.1 

10 

11 

12 

13 

14 

-
14.1 

177-19 CONTINUED I 
A B C D 

If the records are 
or pertain to consisting of which are then 

monthly cash 
countabihty 

ac- forms such as statements of accountability, recapitulation 
of block control level totals of checks ISSued, statement 
of designated depository account, report of foreign 
currencies, With supporting records, schedules, and 
related data 

destroy 2 years after close of 
FY to winch they pertain, 
provided there are no out-
standing discrepancies for 
winch corrective actions are 
prescnbed 
(see note) 

by HQ AF APe 

subsidiary 
bihty 

accounta- subsrdiary 

to record 
the hands 

accountability forms and related records used 

check ISSue overdrafts and underdrafts, funds m 
of agents overages and losses of funds 

destroy I year 
winch created 

after FY m 

agent accountability statements of agent officer's account forms, transmittal for 
paid vouchers and related papers used as a control on 
funds entrusted and returned by accounting and disburs-
mg a~ents 

destroy I year after the agent 
transactions are reflected m 

the accounts of the pnncipal 
AFO 

agent officer's cash blotter and comparable forms destroy 4 years after close of 
the FY to winch they pertain. 

reimbursement vouchers and other related records held by or 
nurchasmz 

for cash 

aaents 
destroy I year 
bursement 

after reim-

cashienng receipt for transfer cash and voucher forms, dally sum-
mary of cash collections, cashiers dally summary, compa-
rable forms, and related papers, used to provide adequate 
controls over money, vouchers, and other documents 

received winch reqwre collection and/or disbursement 
action 

destroy after 1 year 

deposits certificate of deposit forms and similar forms used for 
designated lumted depositories, schedule of cancelled 

checks (except those covered in rule 2), lists of checks 
and negotiable instruments, or microfilm COpies of checks 

and instruments deoosited 

destroy I year 
winch deposits 

confirmed 

after FY m 

have been 

check control forms, check 

m the receipt 
blank checks 

Issue register and related mformation used 

of Treasury check stock and for control of 
allotted for preparation and ISSuance 

destroy 6 years and 3 months 
after FY m winch created. 

replacement checks apphcanon, unavailable check cancellations, 
status. check conies and related naoerwork 

adV1SC of 

US savmgs bonds 
(also see table 
177-27) 

apphcauons for cash purchase of senes E or H bonds, 
receipt for miscellaneous collections, transmittal of bond 

Issuance schedules, bond control forms, and comparable 

forms and related mformation 

destroy I year 
winch created 

after FY in 

foreign 

trol 
currency con- hrmted depository account form reports, foreign currency 

receipts control forms, disbursement control forms, and 

exchange led~er 

special reports joint message form used for daily repornng 
drawn on Treasury of Uruted States, report 
Vidual payments, report of large mdividual 
and related mformanon 

of checks 
of large mdi-

collections, 

destroy after I year 

postmg media records (other than source records) such as Journal 
voucher, posting data transfer, and similar forms, used to 
provide mput data to account control area 

destroy after 90 days, or 90 
days after any dtscrepancy 15 

cleared 

contingency 
tures 

expendi- forms such as vouchers for confidennal 
memo, subvouchers for reimbursements 
funds and supporting records 

expenditures 
of confidential 

destroy 4 years after close of 
FY, provided any exceptions 

are cleared 

mtelhgence contingency funds expenditure records destroy 2 years after close of 
FY, provided any exceptions 

are cleared 

J 
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ITABLE 177 -19 CONTINUED 

R A 

U
 

L If the records are
 

E or pertain to
 

15	 currency conversion
 

and control
 

~ 
16 

17	 public vouchers for
 
medical services
 

18	 comnnssary reporting 
(also see table 145-1) 

NOTE HQ AFAFC advises 

stroy the records when ehgible 

ITABLE 177-20 I 
ITRAVEL RECORDS 

R A
 

U
 

L If the records are
 

E or pertain to
 

1	 transportation
 

requests
 

2	 government bills of 
lading (GBILs) 

*3	 joint travel regulation 
(JTR) 

4	 Record of Travel
 
Payments
f---

4.1 

r--
4.2 

-
5 

B 

toosisting of 

purchases, receipts for miscellaneous collections, rosters 

of personnel authonzed and unauthonzed to convert, 
summary change hsnngs, and sumlar mformanon 

dollar	 mstrument purchase control forms 

public voucher fonns for purchases and services other 
than personnel, and supporting mformanon that relates to 
charges for emergency treatment of nnhtary personnel by 

CIvilian phYSICI8llS, hOSPItalS, or climes 

monthly comnnssary operating statements and corre-
spondence that constitute a part of the reporting system 

on comnussanes and commissarv store oeerations 

AFOs	 of outstandmg discrepancies withm specified retention 

B 

tonsistiDg of 

memorandum card copy of transportation request forms, 
US Government passenger warrants, travel and transpor-
tation warrants, and requests for passenger transportation 

when officta1 travel between two overseas stations re-
quires travel to be ~rformed orr a foreIgn earner 

copy 8 of GBILs, mcludmg copies of freight warrants, 
car manifests, bills for occasional services, foreign bills of 
ladmg and foreign consignment notes from earners of 
foreign countnes, used to support accounting records, 
obl~atlons and charzes on shieeme records 

superseded pages 

DD Form 1588 for military members and forwarded to 

HO AFAFC/AJOED oer AFR 177-103 

DD Form 1588 for CIVIlian employees, Reserves, and 

Guard members not separated from employment or serv-
Ice 

DD Form 1588 for CIVJhan employees, Reserve, and 

Guard members separated from emnlovment or service 

nncrofilm copies of fonns covered m rule 4 

AFR 12-50 

C 

which	 are 

at personnel, AFOs, 
clubs, hotels, urut 
orderly rooms, and 

similar acuviues 
when exchangmg 
dollar mstruments, 
foreign currencies, or 
military payment 
certdicates 

at AIr Post Offices 
and US-Sponsored 
bankmg facihues 

penod In the absence 

C 

which	 are 

Vol II 30 October 1987 

D 

then 

destroy 1 year after FY m 

winch ISSUed, or on settlement 
of irregulanties or discrepan-
cies, whichever IS later 

destroy	 after 6 months or on 

completion of review by ap-
propnate authonty, which-
ever	 IS later 

destroy after 5 years when 
vouchers are completed as to 

payment, or 6 years after date 

claun first accrued when 

vouchers are mcomplete or 
disapproved as to payment 

destroy	 after 2 years. 

of such	 advice, AFOs may de-

D 

then 

destroy 3 years after close of 
FY m winch obhganons are 

incurred 

destroy I year after close of 
FY in winch obhgations are 

incurred 

destroy	 when no longer 
needed 

destroy 6 years after member's 

~aratlon 

destroy filled forms 2 years 
after date of last entry 

destroy I year after date of 
senaranon 

destroy I year after FY in 

winch last Ullage was exposed 

on reel. 
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ITABLE 177-20 CONTINUED I 
R A B C 0" U 
L If the records are 
E or pertain to consisting of which are then 

-6 allotments, commit- unobhgated comnutments or obhganons, and unliquidated	 destroy 3 years after FY for 
ments and obhganons	 obhgations, such as basic agreements for storage of which related appropnanons 

household goods and related services, reimbursement are made available for obhga-
vouchers, comparable forms, and related data non, provided there are no 

discrepancies for which cor-
recnve action has been pre-
scnbed by HQ AFAFC (see 
note) 

7	 accrued expenditures disbursement and collection vouchers, With supporting
 
Drud comnutment and obh~atIon records
 

8 ledgers of accounts	 SUbsidiary accounts receivable ledger for appropnatIon destroy after 3 years 
refunds r---

9	 subsidiary ledger of deposit funds maintained on forms,
 
such as general ledger or appropnanous reunbursement
 
record
 

10 control logs disbursements and collection vouchers logs	 destroy I year after close of 
FY or calendar year m which 
created 

11 postmg media	 records (other than source records) such as Journal destroy after 90 days or 90 
vouchers, posting data transfer, similar forms, and spe- days after any discrepancy IS 

ciahzed posting media for machine apphcanons, used to cleared. 
proVIde mput data to accounts control area 

• 
-12 automated travel hstmgs produced by ATRAS that are used for reconciha- destroy after I month. 

record accountmg non and followup on obhganons 
system (A TRAS) 
management hsnnas 

NOTE HQ AFAFC advises AFOs of outstanding discrepancies withm specified retention penod In the absence of such advice, AFOs may de-
stroy the records when ehgible. 

ITABLE 177-21 I 
I-CIVIUAN PAY 

R A B C 0 
U 

L If the records are 

E or pertain to consisting of which are then 

-1 mdivrdual pay	 approved pay records including forms, hstmgs or micro- send to NPRC (CPR) after 3 

records (IPRs)	 form used to record mformauon concernmg all earnmgs, payroll years, whether audited 

deductions and adjustments made to each employee's pay or unaudited, where they are 

dunng a calendar year eligible for destruction 56 
years after date of last entry 
or With personnel folder (see 

notes I 2 4 and 7) 

2 mdrvidual leave	 forms, official records used in lieu of forms (includmg destroy after 3 payroll years, 
records of leave data transferred, If apphcable) for whether audited or unaudited 

recording official annual accumulation and use of (EXCEPTION retain mdi-
employee's leave Vidual records pertaining to 

claims received pending settle-
ment (see notes 2 3) 

-3 leave and attendance	 subsidiary records suppornng the official pay and leave destroy after 3 payroll years, 
files	 records, mcludmg tune and attendance reports, authonza- whether audited or unaudited 

nons for premium pay, leave apphcanons for JUry duty (see notes 2, 4) See note 6 

and home leave, and Similar mformanon, used as source and table 11-2, rule 36 for 
for oosnnz Day and leave documentation vanable and fleXitIme records 
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I TABLE 177-21. CONTINUED 

I *CIVILIAN PAY I 
R A 

U 

L If the records are 

E or pertain to 

*3.1	 applicanons for leave 

~ 
3.2 

4	 mdividual retirement 

r--
*4.1 

5	 mdrvidual rettrement 
records control files 

6	 wage and separation 

mformatton files 

7	 federal employees
 

health benefit
 

8	 income tax with-
holdtngs
 

r---
9 

lit	 allowances and durer-
enttal ehgibihty files 

B 

consisting of 

leave applications for other than home leave used by 
supervisor to approve/disapprove or venfy leave m-
formation to be posted to ttme and attendance forms 

forms or comparable approved records used to record 
amounts deducted from employee's wages for rettrement 

microfilmed COpies of individual retirement documents 

(SF Form 2806) and COpies of registers of separattons 

and transfers (SF Form 2807) used to recreate lost 
records, balance reports and answer mquines 

forms or comparable approved records used to control 
records mamtatned in connection With the retirement 
records, such as register of separations and transfers, 
adjustments and co1lUljlrable actions 

forms or comparable records, notices of determmanon, 
notices of refusal to work offer, and other related 
records, used in connection With unemployment com-
oensanon claims 

forms or comparable records used for registrations, 
changes of enrollment status, reports, transmittals, and 

related acttons 

Treasury Department forms or comparable forms used 

to record and report wages and taxes Withheld from 
employees' eanungs, tax reconcrhatrons, and related 

actions 

forms or comparable records used to authonze payment 
of allowances and differentials 

C 

which	 are 

at supervisors' oper-
atmg area 

used to deterrrune 
rate of withhcldmgs 

D 

then 

destroy	 after 3 payroll years, 
whether audited or unaudited 

If ttme	 and attendance form 

has NOT been uutialed by 
employee (see notes 2. 5) 

destroy at end of pay penod If 
time and attendance form has 
been rmnaled by employee 

forward to Office of Personnel 
Management the records on 

separated employees and on 

those	 transferred outside the 
Air Force, forward docu-
ments	 on employees trans-
ferred	 wtthm the AF to the 
new AF payroll office (see 
AFR	 177-104) 

forward to HQ AFAFC (TC) 
per AFR 177-104, where they 

are destroyed after 3 years, or 
when no longer needed, 
wluchever IS later 

destroy after 3 years (see note 
2) 

destroy after 2 years (see note
 
2)
 

destroy 60 days after transfer 
or separation of employee, or 
when updated forms have 

been received from the CI-
vihan Personnel Office (EX-
CEPTION for rennng or 
deceased employees, see AFR 
177-104) (see note 2) 

destroy	 after 4 years, except 
Wage	 and Tax Statements 

which	 will be destroyed after 
30 June following the tax year 

I (see note 2) 

destroy	 4 years after form IS 
superseded or obsolete (see 

note 2) 

destroy mactrve documenta-
non after 3 payroll years, 
whether audited or unaudited 
I(see note 2) 
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I TABLE 177-21 CONTINUED I 
R A B C D" U 
L If the records are 

E or pertain to consisting of which are then 

11 withholdmg and de- forms or comparable records used as authonty for with- destroy when new authonza-
ductions authonza- holding or deducting from employee's wages for such non has been received and 
nons purposes as saving bonds, union dues, chanty donations Master Pay Record (MPR) 

and allotments updated On transfers, for-
ward to gaming payroll office 
when apphcable, on separa-
nons, destroy when no longer 
needed by payroll office 

12 payroll control regis- payroll control registers, basic records, including change destroy when audited or un-
ter document files shps and other related records used to authonze or audited records are 3 payroll 

change payments to employees, bond ISSuance schedules, years old (see note 2) 
quarterly summary of year-to-date Pay Record Accessibrl-
tty (PRR) Audit, used for payroll control purposes, pay-
roll cernfications and summary controls, related reports, 
recamtulanon of oavroll data. and other related actions 

13 posting media records (other than source records) such as Journal destroy after 90 days, or 90 
vouchers, posting data transfers, and other related special- days after any discrepancy IS 

ized posnng media for machme operations, used to pro- cleared (see note 2) 
vide mput data to accounts control area 

14 reports forms or comparable records used for reporting withheld destroy after 4 years (see note 
taxes, retirement deductions, insurance deductions, and 2) 
reports related to the_pa~ operation 

15 claims, waivers or 10- records relatmg to claims, Waivers, statement of charges retain until final settlement, 
debtedness (mcluding those resultmg from reports of survey), and then destroy when audited or 

other related cases, used for collectmg, deducting, or unaudited records are 3 pay-
renavmz actions on emnlovees' documents roll vears old (see note 2) 

16 GAO or AF Auditor records relating to any exceptions taken by GAO or AF destroy when exceptions are 
General Representa- Auditor General Representative audit cleared (see note 2) 
nve exceptions 

17 control logs records used for recordmg disbursement and collection destroy I year after close of 
vouchers fiscal year 10 wluch created 

L(see note 2) 

18 year-to-date hsnng biweekly hsnngs of cumulative pay, deductions and leave destroy after 90 days (EX-
data, used for responding to inqumes, reissuing W-2 CEPTION last hsnng of 
forms, researclung computer output messages, etc. each quarter will be retained 

for 3 years) (see note 2) 

19 hstmgs (not covered products including but not imuted to permanent change destroy when no longer 
by rules I through reject list, permanent change control totals, permanent needed 
IS) change cards, tune and attendance (T&A) card distribu-

non list, T&A/temporary change card reject hst, pay 

computation mformanon hst, FLSA worksheet, cycle 
transfer register, report of 6 months A WOP, biweekly 

civilian manpower and funding report, supervisor's leave 
mformanon hst, TO Form W-2 error summary, used for 
edit of input data for postmg or updatmg records hsted m 

r-- rules I through 16 

20 products including but not !muted to T &A register and destroy after updating of sum-
temporary change hst, management notice hst, IBP manes IS completed and 
weekly list, CIVilian MAFR and expense hst, CSR mfor- audited for accuracy 
matron report/list, leave list, vanable balance list, 
employee directory, IBP quarterly report, US savmgs 

bond report, health benefit reset list, master record wage 
table, general schedule pay raise list, wage employee pay 
raise list. retroactive pay raise narrative, employee pay 

adjustment for retroactive pay raise, used to consolidate, 
venfy, and reconcile monthly, quarterly, or annual sum-

'--
manes 
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ITABLE 177-21 CONTINUED 

R A B C D 

U 
L If the records are
 

E or pertain to consisting of which are then
 

21	 products including but not Imuted to master pay record destroy when hstmgs are
 

pnnt, bond master print, used to ensure permanent change replaced
 

actions areproperly processed
 

22 collection and dis-	 COpies used to answer inqumes, process claims, make pay destroy I year and I month 

bursement adjustments	 after close of FY In which 

created, provided there are no 

outstanding discrepancies for 
which corrective action has 

been prescnbed by HQ 

AFAFC 

23 optional record fold- forms authonzmg deductions and entitlements hsted In	 upon transfer or separation of 
ers	 AFR 177-104, paragraph 24-9 and covered In other rules employee, pull the individual's 

of this table, used by Civilian pay areas on an optional folder, disassemble It, put the 

basis vanous forms and records m 
their designated inactive files, 
then dispose of them m 

accordance WIth the appro-
lonate rules of this table
 

24 Gross-to-net register mformanon used for research and mqumes on pay data destroy after mdividual pay
 
records (lPRs) are received
 

NOTES 
I In shipping records to the records center, Include COpies of payor leave records which were forwarded to GAO for use In settlement of claims 
(If, dunng the payroll year, a change IS made from machine to manual posting or vice versa, mterfile the forms used Without regard to the 

differences In Size Make an adding machine tape of the yearly total of net payments Tape total must equal the net pay total for year shown on 
the payroll control register The tape IS retained by the crvihan pay area, and disposed of With the related payroll register ) Pack records for ship-
ment as stated In chapter 7 List the name and location of all bases, stations, etc, other than the parent orgamzanon, for which civilian payroll 
services were performed dunng the penod covered by the records being shipped 

2. At time of inactivation or consohdation of payroll offices, records that have not reached the age specified for disposal will be forwarded to the 

gammg payroll office, which will dispose of the records In accordance With the disposition schedule Comply With the requirements of AFR 

177-104, part eight 
3 HQ AFAFC advises AFOs of outstanding discrepancies Within specified retention penod In the absence of such advice, AFOs may destroy 

the records, when they are eligible 
*4 Retain records created after 31 December 1977 on fire protection or law enforcement personnel until notified by SAF/AADQ 

*5 Supervisors may retain leave applications In office area until they are eligible for destruction 

*6 Vanable and flexrtime records are held at supervisor's operating area until eligible for destruction 

*7 On the SF 135, Item 6h, Instead of using" AFR 12-50, volume II, table 177-21, rule I" enter In this block "GRS 2, Item l(b)" 

I TABLE 177-22 I 
I MILITARY PAY RECORDS CREATED PRIOR TO JUMPS 

R A B C D
 

U
 

L If the records are
 
E or pertain to consisting of which are then
 

1 pay record Jackets uuhtary pay records and related records	 at Denver FARC destroy 10 years after date of 
for GAO se aration 

at alternate site destroy after 56 years 

at alternate site destroy after 6 years 

monthly and cumulative 6 months histories of pay trans- at Denver FARe destroy 56 years after FY In 
actions under the AMPS 360 system for GAO whiCh created 
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I TABLE 177-22 CONTINUED I 
R A B C D 
U 
L If the records are 

E or pertaw to consISting of which are then 

7 operational destroy after 6 years or when 
microfilm copies at no longer needed 

- HQAFAFC 

7.1 final leave balance (pnor to JUMPS) listings send to Denver FARC after 4 
years where they are de-
stroyed after a total of 56 
years 

8 W-2 extract microform W-2 data produced under the AMPS 360 sys- destroy after 4 years 
tern 

9 (RESERVED) 

10 (RESERVEDl 

ITABLE 177-23 I 
I CADET PAY RECORDS AT AIR FORCE ACCOUNTING AND FINANCE CENTER (AFAFC) 

R A B C D 
U 

L If the records 
E are or pertain to consisting of which are then 

1 cadet pay milrtary pay records, travel cards, and other records per- at HQ AFAFC	 send to Denver F ARC 2 
taming to pay wlule In cadet status	 years after cadet's graduation 

or separation from service 

where they will be destroyed 
after a total of 56 years. 

I TABLE 177-24 I 
I AF RESERVE OFFICER TRAINING CORPS (AFROTC) PAY RECORDS 

R A B C D 

U 

L If the records are 

E or pertain to consisting of which are then 

1 AFROTC pay pay orders send to Denver FARC where 

they will be destroyed after 6 

Iyears 
I--

2 pay reports destroy I year after close of 
Iyear to which they nertam. 

3 summary of earrungs listings destroy 3 years after close of 
Iyear to which thev oertain 

4 collection and drsbursing vouchers	 destroy 1 year plus I month 

after close of FY in which 
created, proVIded there are no 
outstanding dJ.screp8llcies for 
which correctIve action has 
been prescnbed by HQ 
AFAFC (see note). .
 

(RESERVED) 

-
6 AFROTC pay rmlitary pay orders, dependency certificates and other at orgamzational destroy 1 year after close of 

substannannz records levels Ipav oenod 

destroy after 3 v_ears. payroll vouchers and summl!ry of earmnj1;S hstmzs -'L 
destroy after 4 yean. except8	 Income tax and FICA withholdmg records 

·3	 
COPIes of wage and tax settle-
ments will be destrOYed DO 

later than 30 September fo1-
lowms the taX year 

5 



366	 AFR 12-50 Vol II 30 October 1987 

ITABLE 177-24. CONTINUED 

R A B C D
 

U
 
L If the records are
 
E or pertain to consisting of which are then
 

9 AF Juruor ROTC m- instructor contract data cards, logistical report cards, at HQ AFROTC destroy 6 years after mdivrd-
structor pay contract dates and computations of pay for instructors, ual has terminated employ-


and records relating to each school ment, or I year after
 
nevance or a eal IS settled
 

NOTE HQ AFAFC advises AFOs of outstanding discrepancies withm specified retention penod In the absence of such advice, AFOs may de-
stroy the records when ehgible 

I-TABLE 177-25 I
IAIR RESERVE PAY AND ALLOWANCE SYSTEM (ARPAS) RECORDS 

R A B C D
 

U
 

L If the records are
 

E or pertain to censlsnng of which are then
 

1	 Reserve and Air pay Jackets With manual pay records and entitlement data at Denver F ARC for destroy 56 years after year in
 
National Guard such as declaration of benefits received and waivers, sub- all USAF Reserve which created
 

(ANG) pay sistence and dependency certificates and other pay mfor- members
 

matron records, forms and correspondence r---
2	 at Denver F ARC for
 

ANG members pard
 
by AF AFC pnor to
 

I Jan 68
f--
3 at appropnate State 

Adjutant General for 
ANG members paid 

by the ANG Comp-
troller pnor to I Jan 
68r---

4	 at the Denver FARC
 

for noncomputenzed
 
payments after I Jan
 

68
f--
5 ongmals of quarterly master file history, voucher and retire to Denver FARC 

transaction data for computenzed payments where they will be destroyed 
after a total of 56 vears f--

6 operational COpies of above at central reference destroy after 6 years and 3 
areas at AF AFC monthsf--

7 at functional areas destroy after I year or when 

no longer needed, whichever 
IS sooner 

8 supporting documents	 signature cards, numbered and unnumbered rmlitary pay at AFAFC renre to Denver FARC
 
orders, travel voucher claims, statement of tours of duty, where they Will be destroyed
 
adjustment authonzanons, correction of records, medical after a total of 6 years and 3
 
certificates, hoe of duty determmatrons, accounts receiv- months
 
able closed case files for out of service members, partial
 
payment vouchers, officer uniform allowance certificate
 
and mamtenance forms, quarterly quality exams, earrung
 

statement for manual payments made after I Jan 69, and
 

L--	 other related records 
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ITABLE 177-25 CONTINUED I 
R A B C D 
U 
L If the records are 

E or pertain to consisting of which are then 

9 register of ARP AS input transaction hstmgs With certif- at ARP AS payroll retain at ARP AS payroll 
icates and forms such as apphcation for basic allowance offices office Destroy after 6 years 
for quarters for members with dependents, hazardous and 3 months per table 177-5 
duty orders, officer's certificate of statement of service, 
authonzanons for macnve duty trammg action requests, 
court martial orders, report of casualty or message, 
discharge or separation orders, active duty orders, state-
ments of tour of duty, medical certificate, lme of duty 

determmation, travel vouchers or subvouchers, officer 
urnform allowance cernfications and mamtenance allow. 
ance forms, forms used to record travel payments and 
other related records, employee's withholding allowance 

and withholdmg exemption cernficates, authorizanons to 
start or stop BAQ credit signature cards 

10 edit reconcihanon computenzed hsnngs that are action Items (reject list- at AFAFC destroy after 3 months or 
and control data mgs), master file reviews, dropped masters, accounts when corrective action has 

receivable collections, interface discrepancies and mcom- been taken, wluchever IS later 
nlete leave hstIDIZS 

11 other hstmgs and computenzed hstmgs of input/batch totals, master print- destroy after quarterly master 
tabulations outs, unit master file reviews, search requests, check data file history has been received 

and other related lisnngs that do not need corrective 
action 

12 federal Income tax employer copies of TD Forms W-2 and lisnngs, adjust- destroy 4 years after taxes are 

withholdings and ment records, FICA extracts and other related records paid (see Treasury Depart-
Federal Insurance ment Circular E) 
Contnbunon Act 
(FICA) 

13 management in- computenzed hsnngs used for reports, lustoncal data and destroy after 3 years or when 

formation for evaluation and control purposes purpose has been served, 
wluchever IS sooner 

14 voucher data detailed payroll money lists, summanes and cover sheets include ID cngmal accounts 

and dispose of per table 
177-5 

15 SUbsidiary data hsungs used to reconcile voucher balancmg for dis- retamed ID the fiscal destroy I year and I month 

bursements and collections, billing records, and FICA area at AF AFC after close of FY ID wluch 

and FITW summanes, journal vouchers, worksheets fo.r created, provided there are no 

schedule of transacnons, transcnpts, ledgers and other outstanding discrepancies 

accounting data 

16 collection and dis- COpies of paid vouchers at military pay sub-

I-- bursement vouchers iect matter areas 

17 copies of paid vouchers With supporting records that are retamed ID fiscal area 

used for accountln~ nurnoses at AFAFC 

18 Indebtedness control Indebtedness forms and data at AF AFC for In- destroy 1 year after final col-
service and out-of- lecnon or when case IS closed. 
service Reserve and 

ANG members 

19 records control data logs used to provide control for partial payment author- at ARP AS payroll destroy when all payments 

izanons offices have been reconciled 

20 reference matenals locators. master tables and other similar products used at military pay sub- destroy when obsolete, super-
for reference purposes ject matter areas seded, or when no longer 

r-- needed 

21 locators, master tables and other Similar products used at ARP AS payroll 
for reference and mcuirv purposes offices 

22 postmg media records (other than source data) used for machine apph- at military pay sub- destroy when purpose has 

cation or control iect matter areas been served 
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ITABLE 177-26 

I PAY	 ALLOTMENT RECORDS 

R A B
 

U
 

L If the records are
 

E or pertain to consisting of
 

1	 start. stop or change class E. Q. N. and 0 allotment folders of mihtary and 

files	 civilian personnel contammg correspondence affecnng 

specific money accounts, allotment authonzauon request 
for change notice of credit due, dependency certlficate-
wife or cluld under 21, parent dependency affidavit, 
dependency certIficate-mother and/or father; local 
forms mcludmg requests for pay information, change of 
address, modification or reduction of allotment payment 
authonzanon and authonzanon for special pay 

2 dependency folders apphcauons for basic allowance for quarters for members 

(DEP) at AFAFC	 WIth dependents, apphcanons for uruformed service iden-
tificanon and privilege card, correspondence and other 
matenal used to determine dependency upon or relation-
ship to members and used to make determmanons of de-
pendency/ehgibrhty entitlement to BAQ, dependent 
travel allowance, medical care for parents and parents-
in-law, stepchildren, adopted children, illegitimate child-
ren and all cases where relationship or dependency IS 

~uestlOnable 

2.1	 dependency folders ongmals of records ID rule 2
 

(DEP) at AFOs
 

I--
2.2 

I--
2.3	 duphcates of records m rule 2 

I---
2.4	 rebuttals or referrals 

3	 correspondence fold- commumcanons pertammg to returned checks/bonds, 
ers	 stop pay actions; Red Cross commercial Insurance and 

credit union inqumes, field level mqwnes on allotment 
status, change of address mformanon, mdrvidual com-
puter pnntouts on status of accounts, copies of authonza-
nons for special pay; forms of pay adjustment authonza-
non: AFAFC work sheets and comparable data 

ITABLE 177-27 I 
IUS SAVINGS BOND RECORDS 

R A B 

U 
L If the records are 
E or pertain to consisting of which 

1	 transnuttais or receipts transmittal or receipt of senes E bonds, used to
 
(mscnbed or unm- recespt/transmu bonds received/forwarded by HQ
 
scnbed bonds AFAFC
 

2 chums and mqumes	 correspondence concerning nonreceipt of US sav-
mgs bonds, used to trace drsposition of bond
 

C 

which	 are 

approved and sent to 

HQ AFAFC/ AJSO 

\0 days after end of 
month 

drsapproved and sent 
to HQ AF AFC after 
90 davs 

at AFOs 

at AFOs and sent to 

HQ AFAFC upon 

receipt 

at HQ AFAFC 

C 

are 

D 

then 

destroy 6 years after year of 
separation from service 

destroy 6 years after separa-
non from active duty unless 

subsequent acuon=-m which 
case, destroy 6 years from last 
action 

destroy 12 months after date 

of last action or when no 

longer needed, whichever IS 

sooner 

destroy 6 years after separa-
non from active duty unless 

subsequent acnon=-m wluch 

case, destroy 6 years from last 
acnon 

destroy 6 months after date of 
last action or when no longer 
needed 

D 

then 

destroy on site after 2 years. 

destroy after claimant has 

receiyed bond or bond has 
otherwIse been accounted for 
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D 

then 

destroy after 5 years 

destroy after 56 years 

destroy after I year 

D 

then 

destroy 2 years after case IS 

closed 

D 

then 

destroy 30 days after month 10 

which created or when super-
seded by files update 

destroy 6 months after month 

created, or when no longer 
needed 

destroy 2 years after the FY 
in winch created or when no 

longer needed, whichever IS 

sooner 
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ITABLE 177-27 CONTINUED 

R A 

U 
L If the records are 

E or pertain to 

3	 senes E bond sales -
4	 bonds held 10 safekeep-

109 at HQ AFAFC (in-
scnbed)r---

5 

6 savings bond reports 

ITABLE 177-28 I 
I AF MEMBER FHA CASE 

R A 

U 
L If the records are 

E or pertain to 

1	 mdivrdual case folders 

ITABLE 177-29 

IMERGED ACCOUNTING) R A 

U 

L If the records are 

E or pertain to 

1	 transitory work files 

2	 7Il2/7113 Accountant 
working files 

3	 7112/7113 ADSN, 

I 
B 

consisting of 

accountability records, used to control, venfy and 

balance accountability and to answer inquiries 

lists of bonds held 10 or released from safekeeping, 
used to mamtam accountability and include date 

and reason released 

ouarterlv history 

reports of bond sales and purchases 

C 

which are 

C 

which are 

received from AF per-
sonnel through FHA rela-
nve to loans for purchase 

of pnvate homes 

DCASR, CADC Inputs EDP hsnngs of ADSN reports, 7138 cycle data, 
cash reports and TC suspense; and other related 

FILES I 
B 

eonsisnng of 

request for cernfication of ehgibihty forms, 
cernficanon of termmanon (used for discon-
tmuance of loans and paid-up loans), premium 

notice (mdrcaung airmen's name, service number, 
case number, effective date, and amount of money 
paid to FHA) and copy of pay adjustment authori-
zanon reflectm~mdebtedness to zovernment 

AND FINANCE REPORTING (MAFR) SYSTEM RECORDS (see note) 

B C 

consISting of	 winch are 

transitory MAFR control data having recurnng at HQ AFAFC 

updates (such as appropnanon master vahdation 

file, sales code file, ADSN file), mterfund seller 
address file, records location, master hsnngs of edit 
error and out-balance hsnngs, miscellaneous 

correspondence 

transitory reference data, EDP hsnngs of reconcil-
ration differences, TC suspense by ADSN data,
 
voucher and DA 14-94 rejects, records includmg
 

AF Forms 1543, 1544, DO 870, other EDP hsnng
 
used 10 normal processing, EDP master cycle, by
 

other hsnng, 7138 data and PUN hstmg; MAFR
 
error li5U02. C16 Cl C257 other related hstmgs
 

711217113 folders, including AUTODIN list and 

EDP hsnngs mcludmg adjustment voucher, 
automatic validation and other related listings 
correspondence pertment to AFO cycle and 

month-end processing, includes data peculiar 
MAC transportation Drocessm~ 

4 MAFR other service Army, Navy, State Department, cycle and 

for air data month-end data, including but not hmited to 

and 

to 

vouchers, EOP hsnngs, 7110, 7111, 7113 reports, 
SF 1221ITFS 224 schedules of transactions, other 
comparable data, correspondence and related by-
products 
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ITABLE 177-29 CONTINUED 

R A 

U 

L IT the records are 

E or pertain to 

5 cross disbursing activ-
Ity (USAFAC) 

6	 interfund bilhng trans-
actions 

7	 EDP master control 
hstmg 

NOTE Only COpies of records 

ITABLE 177-30 I 
I JOINT UNIFORM MILITARY 

R A 

U 
L IT the records are 

E or pertain to 

1	 substannanng data 

2 personal financial
 
record (PFR)
 

3 dally transactions
 

4	 management notices 

5 leave and earning 
statements (LES) 

6 master military pay 

account (MMP A) 

7	 allotment data 

-
r-!-

9 

f--
10 

11 reference matenals 

12	 JUMPS central pay-
ments 

-
13 

'--

B 

consisting of 

request for fiscal informanon, transportation 

request, bill of lading, and meal ticket, advice of 
rejection, reject hsnngs, open allotment listings 

and	 related documentation mcludmg correspond-
ence 

EDP	 lrsnng of AUTODIN, 7113, DD 1400, and 

seller	 and buyer summary billings, vanous internal 
EDP	 hstmgs and reports such as unmatched 
sellerslbuyers, delinquent hstmgs, suspense hsnng, 
dehnquent case folders mcludmg buyer/seller 
correspondence and related records 

command summary, OAC feedback, worldwide-
non worldwide, consolidated appropnanon control, 
Treasury cash report listings, and other compa-
rable	 data 

are covered by this table; the disposition of orrginal 

PAY SYSTEM (JUMPS) RECORDS AT AFAFC 

B 

consisting of 

financral mformanon on mdividual members, form-
erlv mamtamed at base level 

detailed records of all transactions received and 
actions taken by HQ AFAFC, used for 
mquirv/audit purposes 

data idennfymg transactions which require manual 
processing 

monthly statement of member's leave and earrungs 

6-month history of member's leave/pay transac-
nons and leave and earmngs data 

ongmal accounts hsnng of domestic and foreign 
check vouchers, blanket payments, insurance pay-
ments 

operational COPies of records In rule 7 

transaction histories, blanket and V A voucher list-
1n1ZS. debit and credit r~ers 

reference hstmgs and cumulative 6-month allot-
ment	 histones 

JUMPS company code directories, JTR Indexes, 
JUMPS locators and stmilar products 

hstmgs by ADSN of products concernmg amounts 
credited to financial organizanons for personnel 
nard centrall v 

transmittal register and stat report used for refer-
ence and balancing purposes 
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C	 D 

which are	 then 

destroy 4 years after FY in 

which created or after recon-
cihanon of charges IS com-
pleted, whichever IS sooner 

records IS shown In table 177-5 

C	 D 

which are	 then 

sent to HQ AFAFC by retire after 18 months to
 
accounting and finance Denver FARC (see table
 

offices and CBPOs 177-5)
 

destroy 6 years after members' 
seoaranon (see note) 

destroy after 6 years 

destroy after 3 years 

retire to Denver FARC 
where they Will be destroyed 

56 years after year of creation 

renre to Denver FARC 

where they will be destroyed 
after a total of 6 years and 3 

months from date of account 
In accordance With table 
177-5 

destroy after 3 years 

destroy after 6 years 

destroy after 3 years 

-
destroy after I year 
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ITABLE 177-30 CONTINUED 

R A 
U 
L U the records are 
E or pertain to 

14 

15	 central or local pay 

authonzanons 

16	 summary account 
data 

r---
17 

~ 
18 

19	 voucher balancing/ 
reconciliation 

19.1	 voucher balanc-
mg/reconcihanon 

20	 edit, reconcihation, 
or control data 

I---
21 

22	 (RESERVED) 

23	 conversion master 
military pay account 

24	 FICA wages and/ or 
FITW deductions 

I---
24.1 

25	 TD Form W-2 

I 
B 

consisting of 

detailed MM and EOM payroll hstmgs used for 
mquines and to advise financial orgamzanons of 
deposits made to members' accounts 

changes to AF members' mid-month and end-
month net pay amounts, used for updatmg central 
payroll processmg, balancmg payrolls, and con-
trollmz local nav authorizanons 

transactions processed through summary account 
subsystem and are microform products used for 
balancmg accounting reports, preparing miscel-
laneous mdebtedness vouchers and reconcthation 
of cleannz account analvsis 

summanzed mformanon to control the MMP As 

used for report purposes 

summanes of JUMPS payment/collection transac-
lions, used to reconcile payment/collection postmg 

with MMPAs or with cash accountabihty reports 
(MAFR) 

subsrdiary records used to reconcile voucher 
balancmg for disbursements and collections, Jour-
nal vouchers, worksheets, adjustment authonza-
nons and other related data, used to reconcile 
pay/collecnon postmgs With MMPAs or With 

MAFR 

products used in correcting rejects, reconcilmg 

data, and controlhnglbalancmg central payments 

and allotments relative to check number/address 

vahdation, changes of address, FITW and W-2 

changes, nonmatches of company codes or 
addresses, out-of-balance totals, pay suppressions, 
zero pay authonzanons, checkwntmg totals, check 

transmittal lists, error lists, control totals, control 
cards and Similar products 

products concerning transmission of data Via mag 
tapes listings AUTODIN transit routmas 

data on MMPA at time of member's conversion to 
JUMPS, used m adjusting or correctmg the 

MMPA 

amounts of FICA wages/deductions and FITW 

deductions for military members 

data printed on member's TD Form W-2, used for 
inquiry purposes and to recreate TD Forms W-2 

C 

which are 

at HQ	 AFAFC 

reports to the fund man-
ager on the financial POSI-
non of the mihtary pay ap-

_prop_nations 

reports to the fund man-
ager showmg expenditures 

by entitlements and deduc-
nons for the month 

copies of quarterly reports 
sent to SOCial Secunty Ad-
mmrstration or Internal 
Revenue Service 

COpies used to determme 
benefits for annuitants of 
retired members, and to 
answer mcumes 

D 

then 

include m ongmal accounts 
and dispose of per table 
177-5 

destroy 

destroy 

after 3 years 

after 5 years 

destroy 

destroy 

destroy 

after 3 years 

after 2 years 

1 year plus 1 month 

after reconciliation of disc rep-
ancies 

destroy after 6 months or 
when reconcihanon, correc-
non, or balancmg purpose has 

been served, whichever IS 

sooner 

destroy	 after 3 months 

retire to Denver FARe 
where they Will be destroyed 
after a total of 6 years 

destroy 4 years after FY to 

which they pertain 

destroy 56 years after penod 
to which they pertain 

destroy after 4 years 
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ITABLE 177-30 CONTINUED 

R A B C D 

U 
L If the records are 

, 

E or pertain to consisting of whrch are tben 

26 closed separation! MMPA printouts, COpies of pay adjustment destroy after 6 years, 3 

reenlistment data authonzanons, punch card transcnpts, correspond- months 
ence and related records created at tune of 
member's separanon/reenhstment and reflect pay-
ments made 

NOTE This IS a discontinued senes Retired segments at the Denver FARC are ehgible for destruction through 1986 

ITABLE 177-31 

IFINANCIAL SI'ATEMENTS SCHEDULES AND CONTROLLED REPORTS AT AFAFC 

R A B C D 

U 
L If the records are 

E or pertain to consISting of which are then 

1 cash accounting reports and supporting records showing cash at HQ AFAFC destroy 2 years after FY In 
accountability status of financial activities through which created 

- disbursement and collection transactions except 

2 June finals of above reports and statement of trans- destroy 4 years after FY In 
actions and accountability (foreign transactions) which created 

- r~orts 

3 consohdated certification and statement of reasons, destroy 5 years after FY In 
countnes, and amounts for contracts let ID excess which created 
currency countnes paid In dollars report 

4 appropnanon account- reports and supporting records portraying the destroy 4 years after FY In 

ing data status of appropnated funds In terms of availabrl- wluch created 

ity, commitments, obligations, disbursements and 

r- collections except 

5 reports of appropnanon reunbursements June destroy 5 years after FY In 
finals, reports of status of project by obhganon which created 
allotment code, June finals, report of budget exe-
cunon finals, and annual report under Section 

131 I-Supplemental Appropnanon Act of 1955 
(Pubhc Law 663) 

6 expense accounting reports and supporting records showing the destroy 4 years after FY In 

r- data exp~nse Incurred In selected acnvines except which created 

7 fourth quarter reports of recapitulation of commis- destroy 5 years after FY In 
sary store reunbursable operating costs and report which created 
of reimbursable property disposal expenses and 
report of proceeds from sales of lumber or timber 
nroducts 

8 financial statements reports and supportmg records showing the finan- destroy 3 years after FY In 
(general ledgers) cial position of the USAF and selected activities, which created 

- except 

9 financial statements required by TD Circular 966, destroy 5 years after FY In 
AF mdustrial fund statements and schedule for which created 
annual budget estunate for mdustnal fund. AF 

stock fund statements and schedule for annual 
budget estunate for stock fund. and USAF consoh-
dated tnal balance (4th Quarter/June final) 

10 miscellaneous type a vanety of reports and supporting records not destroy 3 years after FY In 

r-- accountmg data classified In above rules which created 

11 annual summary of retirement fund transactions destroy 5 years after FY In 
which created 
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I TABLE 177-32 

JOINT UNIFORM MILITARY PAY SYSTEM (JUMP~ RECORDS AT BASE LEVEL 

R A B C D
 
U
 
L If the records are
 
E or pertain to eenststing of which are then
 

1 substannatmg mfor- ongmal of record transrmttal hsung WIth support- at mihtary pay subject send to HQ AFAFCIAlQED 
matron	 IDg records such as report leave transactions, matter areas by the 6th workday of the 

MPOs. allotment authorizanons, pay adjustment calendar month following the 
authonzanons, and related matters processed month being 

reported (see note 1}f--
-2 report of travel/leave time	 for original, see table 177-5. 

rule 2· duphcate see rule Ir---
-3	 COpies of records sent to HQ AF AFCI AlQED; destroy after 6 months 

e fl. MPOs pay adjustment authorizanons etcr---
4 receipted or retained copy of DD Form 139. Pay	 destroy receipted copy 6 

Adjustment Authonzanon	 months after receipt. destroy 

retained copy 6 months after 
ongmal records are sent to 

HQ AP APCI AlQED. pro-
vided no inquiry IS made con-
cerrung nonreceipt of ongi-
nalsf---S JUMPS pay record accessibility (PRA) roster	 include ongmal semiannually 

WIth the submission of sub-
stannatmg documents 
(May-November) (See rule 
1) Destroy retained copy 
after 6 months or when a new 

roster IS created 

) r---6 leave request/authonzanon	 send Part I (and III. If 
received for processing) to 

HQ AFAPCIAlQED by the 
6th workday of the calendar 
month following the proc-
essed month being reported 
(see note I)r---

-7 at urnt of attachment or destroy Part III after leave 

assignment block venfication unless there 

IS a discrepancy ID leave data.-
If there IS a discrepancy	 ID 
leave data, forward Part	 III to 

the AFO For terminal 
leaves. destroy Part III 10 

days after the last day of 
leave If the member has not 
returned from leaver---

-8	 for internal management forward Part III to urut 
purposesr---

9 original JUMPS data change transaction register at CBPOs. personnel sys- send to HQ AFAFCIAlQED 
(JTR) tem management (PSM) by the 6th workday of month 

area following end of month proc-
essed (see note 1)r---

COPies of JUMPS data change	 transaction destroy after 6 months :-2!L 
11	 onginal of JUMPS miscellaneous transaction regis- destroy after 90 days 

terr---
12	 acknowledged COpies of military pay orders at prepanng activrties destroy after 6 months 

(MPOs) 

13 data collection hsnngs all transactions processed. recycled. or rejected at unit IDpUt source destroy after 2 months (see 

- dunng an update note 3) 

14	 at rmhtary pay subject destroy 6 months after end of 
matter areas month ID which created-



374	 AFR 12-50 Vol II 30 October 1987 

ITABLE 177 -32 CONTINUED I 
R A B C D
 

U
 
L If the records are
 

E or pertain to consisting of which are then
 

15	 all transactions (transactions number only) that destroy after 6 months
 
processed in an update, inputs by another AFO,
 
AF AFC, AFMPC, or CBPO for a member serv-

Iced bv that AFO
I---

·16 all transactions within a cycle that went to the destroy after 6 months pro-
recycle file at AFAFC vided all transactions have 

dronoed from cvcleI-----
·17 all management notices provided by AF AFC destroy after 6 months pro-

vided no AFO action IS pend-
IQg 

·18 rejected transaction rejected transactions destroy 90 days after end of
 
hstmgs month in which all rejects on
 

the hsnng are cleared
I-----
·19 pay-affecting transactions subrrutted by the CBPO at CBPOs, PSM 

which are rejected at AFAFC I---
·20 all transactions rejected to the operating director- at mihtary pay subject destroy after 6 months 

ate at AFAFC matter areas 

21 leave and earning duphcate copy of monthly statements of member's If bulk-filed, destroy when no 
statements leave and earnmgs longer needed but not later 

than 60 days after close of 
Ipenod to which thex pertain 

22 LES extracts (NBT certified COpies of hstmgs created by the vanous destroy I year after end of
 
200) products options of NBT 200 month created or when
 

replaced by a newly certified
 

hstmz r----
23 6-month history pnntout	 filed in member's PCS destroy when purpose has 

package upon permanent been served, but not later than 

change of station (PCS) 6 months after date of last 
entrv r----

24	 ongmal of leave and earmngs data created upon filed in member's manage- destroy per rule 22
 
member's se~atlonJreenhstment ment case file
 

25 dally transactions	 detailed record of all transactions received and at mihtary pay subject destroy after 6 months
 
actions taken by AF AFC matter areas
 

26 collection and dis-	 COpies destroy I year and I month 
bursement vouchers	 after close of FY in wluch 

created, provided there are no 
outstanding discrepancies for 
wluch corrective action has 

been prescnbed by HQ 

AFAFC(see note ~ 

27 control logs	 logs used to provide reference and control for destroy I year and I month
 
records of disbursement, cross-disbursement, and after close of FY m which
 
collection voucher numbers for AF members and created.
 
members of other Services
I-----

--1L mcommg and outaoinz AUTODIN transmissions destroy_after 6 months 

·29	 data collection log pnnt hstings of all messages, destroy after 30 days
 
commands and svstems activity
-

-
30 logs used to control leave authonzanon numbers at units of attachment or destroy I year after account-


Sign in/out (AF Form 1486), certification of leave assignment able fiscal year
 
number blocks (AF Form 1134)
 

·31 MPO document control log (AF Form 1373) destroy when action IS com-

I Dieted
 

32 transrruttal letters	 forms and form letters used to transmit mihtary at mihtary pay subject destroy 60 days after close of 
pay records matter areas pay penod to which they per-

tallf 



375 •1 AFR 12-50 Vol II 30 October 1987 

ITABLE 17732 CONTINUED I-
R A B C D 

~, U 
L If the records are 
E or pertain to consisting of which are then 

33 nonavailabihty of retained orgamzational copies of forms and related at issumg/approvmg destroy I year from date of 
govenunentquarten records authorities Issue 

and mess 

34 postmg media records (other than source data) such as Journal destroy after 3 months 

vouchers, posting data transfer forms, similar EXCEPTION when 
forms, and speciahzed posting media used for discrepancies are involved, 
machme apphcations, used to provide Input data destroy 3 months after 
to the accounts control area discreoanctes are cleared 

35 JUMPS transaction EAM cards for JUMPS input transactions at all prepanng acnvines destroy after 15 days 

cards 

36 PCS package transfer ongmal forms filed In member's PCS package destroy after gammg AFO 

actions venfies inclusion of appropn-
ate records and postmg of 

- navments 

37 copies at losmg AFOs destroy after 6 months or 
when no longer needed, 
whichever IS sooner 

38 AFO payment authon- ongmal forms authonzmg local payment by AFOs send to HQ AFAFC/AJQED 
zanon (JUMPS) and other military Services, including messages or by 15th of month followmg 

letters advising paytng AFO that payment has end of month processed (see 

- been entered on MMPA used to SUODOrt oavment note \) 

39 second copies of above forms forwarded to paymg destroy I year plus I month 

and collecting as subvoucher to military pay after close of FY in which 

voucher created, provided there are no 

outstandmg discrepancies for 
which corrective action has 

been prescnbed by HQ 

- AFAFC (see note 2) 

40 third copies of above forms keypunched for input see rule 34 

to dally update 

41 pay authonzanon bal- computer hstmgs at military pay subject destroy after 6 months 

ance sheet matter areas 

42 pay service file leave destroy after 3 months. 
and earnmg statement 
mismatch hsnna 

43 pay service file unhty destroy when no longer 
print options needed, but no later than 2 

months after date of creation 

44 mternational balance summary payroll list destroy after 6 months 

r-- of payments 

~ Quarterly list 

46 summary cards held for production of quarterly destroy 2 months after crea-
reQOrt non of cuarterlv reoort 

47 money lists (COPIes data concernmg regular payrolls destroy after 3 months 

other than AFO 

retained file of dIS-
bursement and collec-
non vouchers) 

48 one-time mihtary pay- data concerning one-time pay authonzanons from 

roll money_ hst HQAFAFC 

49 sequence check hstmg breaks In check numbers of checks orocessed 

50 TD Form W-2 hsnng of mismatches between pay service file and 

r-- TD Form W-2 tape 

51 hstmg of data printed on member's TD Form W-2 destroy after 2 yean 

used to recreate W-2s If necessary 
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I TABLE 177-32 CONTINUED 

R A 

U 

L If the records are 

E or pertain to 

52	 edit error lrst 

53	 check Issue hsnng 

t--
54 

55	 pay service file pnnt 

56	 error cards 

57	 JUMPS-grams 

58	 leave orders (emer-
gency and Special) 

59	 servicemen's group 

life insurance elec-
nons or declmanons 

60	 reconciliation lists 

61	 reference matenals 

62	 pay adjustment
 
authorizanon
 

r--
63 

64	 temporary lodging 

allowance (TLA) 
entitlements~ 

65 

~ 
-66 

-67 management case files 

-
68 

-

B 

consisting of 

error	 conditions created when 9B product control 
cards	 fail B-3500 edits 

every computer-produced rmlrtary payroll check 

Issued by the AFO 

current pay and leave informanon and summary of 
last 32 transactions 

cards	 used to correct errors or reject transactions 

computer pnntouts transnutted VIa AUTODIN 

contammg special instructions from HQ AFAFC 
to AFOs re mihtarv pay nrocessmz 

COpies of leave orders authonzmg emergency or 
special leave for oversea personnel to CONUS 

COpies of forms 

summanes of JUMPS payment/collection transac-
nons, used to reconcile payment/collection post-
mgs with master military pay accounts or With 
cash accountabrhtv reeorts (MAFR) 

JUMPS company code directories, JTR indexes, 
JUMPS locators, lisnng of amounts paid centrally 

to financial orgaruzanons, and other similar pro-
ducts 

COpies of pay adjustment authonzations imnated 

by AFO or received from other AFOs or HQ 

AFAFC 

request for TLA and supporting records such as 

TLA worksheets, TLA expense, uutial TLA 
authonzanon and contmuanon request/approval 

indebtedness records, includmg bankruptcy 

basic	 allowance for quarters (BAQ) recertification 

C 

which	 are 

at paymg and collectmg 

sul:!..Lectmatter areas 

at subject matter areas 

other than paying and col-
lectma 

filed in member's PCS 

package upon PCS 

at mihtary pay subject 
matter areas 

at umts of attachment or 
assignment 

at CBPOs 

at uunanng military pay 

subject matter areas 

at receiving nubtary pay 

subject matter areas 

ongmal forms used to 

compute and support pay-
ment 

COpies at military pay sub-
ject matter areas used to 
prOVIde data for payment 

case file COpies at TLA 101-

nanng office used for 
authonzatron and payment 

at mihtary pay subject 
areas 

D 

then 

destroy upon correction of 
error 

see table 177-19 

destroy after 3 months 

destroy when purpose has 

been served, but not later than i
I 

6 months after creation 

destroy upon correction of 
error or upon determmation 

that transaction was erroneous 
and wtll not be resubmitted 

destroy when obsolete or re-
scinded, 

destroy after approval of 
leave	 request/authonzanon 

form 

destroy when superseded by 

newly executed electron. 

destroy I year after year/ 
month comes m balance. 

destroy after 6 months 

destroy suspense copy upon 

return of receipted copy, de-
stroy	 receipted copy after 6 

months. 

include ongmal ia substann-
anng records (see rule I); de-
stroy retained copy WIth 

DROTs (see rules 13 and 14) 

send to HQ AF AFC/ AJQED 
per AFM 177-373, volume I 

see rule 26 

destroy I year after termma-
non of TLA (EXCEPTION. 
when drscrepancres are in-

volved, destroy 6 months 
after they are cleared) 

include in PCS package upon 

PCS, If separatmg or retmng, 
include in separanon/renre-
ment paperwork (see rule 71) 

destroy 2 years after member 
departs PCS or when super-
seded DY new recernficanon 
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ITABLE 177-32 CONTINUED I 
R A B C D
 
U
 
L II the records are
 
E or pertain to consisting of which are then
 

69	 authonzatron/designanon for emergency pay and destroy upon PCS or when
 
allowances superseded by new authonza-

non,f----
·70 discretionary files based on local needs destroy upon PCS, when 

superseded, obsolete, or no 
longer needed, whichever IS 

sooner~ 

-
·71 separation/retirement paperwork destroy 6 months after mem-

ber selLarates
 

Arncle IS/court martial order	 (CMO) destroy after 6 months ~ 
·73	 state income tax withholding (SITW) destroy after 1 year
 

recertification
 

·74 permanent change of pay service file (pSF) pnnt, leave and eammg destroy when purpose has
 
station (PCS) package statement (LES) history print, indebtedness been served, but not later than
 

records, and smular records 6 months after date of crea-
non 

·75 quahty assurance all transactions input into a data collection batch destroy after cycle has been
 
batch pnnt (to venfy keyed data) successfully transmitted to
 

AFAFC
 

·76 data collection input all transactions transmitted to AF AFC via data destroy after receipt and
 
transmittal hstmg collection 10 a cycle(s) pnnting of AF AFC update
 

results
 

·77	 password control password and operator IDs for personnel author- mamtamed by the AFO destroy 1 year after the roster
 
rosters (AF Form ized access to the mimcomputer IS replaced by a new roster
 
199)
 

·78	 input transaction list- AFO transactions assigned a document number at military pay subject destroy after 3 months
 

ingS matter area
 

NOTES. 
1. HQ AFAFCIDAD retires	 to Denver FARC With ongmal accounts per table 177-5 
2. AFOs are notified of discrepancies or out-of-balance conditions by DAD or Directorate of MIlitary Pay via the voucher balancing and MAFR 

reconciliation reports. Vouchers must be retained until discrepancies or out-of-balance condrtions are corrected 

3. Authonzanons for members who turn 10 a meal card upon becoming ehgible for basic allowance for subsistence (BAS) are venfied to the dally 

register of transactions (DROT), then filed With the meal card control register, and destroyed per table 146-1, rules 14 and/or 15 

ITABLE 177-34 I 
REI1REE AND ANNUITANT	 PAY SYSTEMJRAPS) RECORDS AT AFAFC 

R A B C D
 

U
 
L II the records are
 

E or pertaIn to consisting of which are then
 

1 retired pay folders	 source records used to establish and continue the termmated due to death or retire to Denver FARC after
 
pay of retiree and to establish entitlement of removal from temporary 1 year where they will be de-

unpaid pay and allowances and death gratuity to disability retired list stroyed 6 years after calendar
 
the survivors, to include retirement orders, data year 10 winch terminated
 
for payment of retired armed forces personnel,
 
survivor benefits elections, emergency Information,
 
statement of employment, withholdmg certificates,
 
Veterans Admmrstration and Office of Personnel
 
Management waivers, correction of mformatron,
 
etc, and records such as medical reports, court-

appointed fiduciary and other related papers per-
taimnz to mentallv mcompetent mdrviduals
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ITABLE 177-34 

IRETIREE AND ANNUITANT PAY SYSTEM (RAPS) RECORDS AT AFAFC fR A B C D 

U 
L If the records are 

!; E or pertain to consisting of which are then 

2 annuity pay folders source records used to establish and continue the terrrunated due to death or 
(RSFPP, SBP, hmited pay of an annuitant, such as applrcation for terrmnation of annuitant 
income) annuity, dependency mdemruty compensation, and (see note 1) 

social secunty informanon, certIficate of continued 

elrgibihry, IDIDIIDum income claims, request for 
federal income tax Withholding, custodianship 

I--
certificate and other documenting evidence 

3 disallowed limned mcome claims, correspondence destroy 1 year after claim has 

and other pernnent data been disallowed 

4 retirement orders With COpies sent to HQ AFAFC for mformanon destroy 90 days after date of 
revocations order 

5 trustee folders (men- source records used to establish and continue pay- terrrunated due to death of destroy 6 years after calendar 
tally incompetent re- ments to trustee In behalf of mentally Incompetent member, appomtment of year m which termmated. 
nrees) member, such as application for trusteeship, legal representative or 

trustee pledge of responsibility, surety bonds, when member IS declared 

trustee desiznauon trustee reports etc competent 

6 trustee folders (men- source records (medical reports, court orders, tenmnated due to death, destroy 6 years after calendar 
tally incompetent apphcanon for trusteeship, trustee pledge of discharge, separation or year In wluch termmated. 
active duty members) responsibility, surety bonds, trustee designation, when member IS declared 

trustee reports, comfort Items reports, mihtary pay competent (see note 2) 
orders, and other related records) used to estabhsh 

and continue payments to court-appointed fiduci-
ary or to a trustee In behalf of active duty member 

7 personal financial 
records (pFR) for 
mentally Incompetent 

financial informanon on mdrvidual members for-
warded to AF AFC/RPT by accounting and 

finance officer 

termmated due to death, 
discharge, separation or re-
nrement 

destroy after 6 years (see note 
3) f 

r--- active duty members 

8 for members who continue 

on active duty 

9 substantiating infor- allotment authorizations (starts, stops, changes) send to HQ AFAFC/DADA 

mation indebtedness, tax levies payroll deduction agree- after 3 months where they 

ments, and other related records, used to Increase WIll be retired to Denver 
or decrease the net pay of the retiree or annuitant F ARC per table 177-5 

10 update processing data change of check, correspondence, and allotment destroy 3 months after pro-
(not pay-affecting) addresses, authonzanons for deposit of federal cessmgdate 

recurring payments, monthly certIficates of 
existence COpies of request for stop payments, 
removal of stop payment action, and unavailable 
check cancellations, requests for disposmon of 
checks and bonds and returned check docu-
mentation, and other rmscellaneous history Items 
and company code changes, used to update the 

master file hlSt~ry_ 

11 retiree/annuitant pay account Identification, entitlement data, pay and originals (month-end) at retire to Denver F ARC 
master file history allotment data, accounts receivable and transaction HQAFAFC where they will be destroyed 

r-- history after a total of 40 years 

12 operational COPies m cen- destroy dally COpies after 
tral reference area at HQ receipt of month-end, destroy 

AFAFC month-end COpies after 10 

- I years 

13 operational COpies of dally destroy after receipt of next 
and month-end, m func- month-end COpies 

nonal areas at HQ 

AFAFC 
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•
I - ITABLE 177 34 CONTINUED
 

R A B C
 
U
 
L If the records are
 

E or pertain to consisting of which are
 

14 voucher data	 retiree, annuitant, and allotment voucher hstmgs originals at HQ AFAFC
 
and summanes, blanket company and financial
 
orgamzation hstmgs and summanes, bond
 

schedules, V A Class N summanes and accounts
 
receivable hstmgs and other related data
r--

15	 COpies m the fiscal area at 
HQAFAFC 

r--
16	 COpies used for reference 

and mquiry purposes at 
HQAFAFC 

17	 voucher balancing, subsidiary data used to reconcile voucher balanc- in the fiscal area at HQ
 
reconciliation and con- ing for disbursement and collections, such as AFAFC
 

trol data accounting controls, processing parameters, pay
 
authonzations, deposit, check and bond totals and 

check control summanes, blanket company and 

VA Class N debit/credit registers, Journal vouch-
ers, work sheets for schedule of transactions, tran-
scnnts ledgers and other accountmz media 

18 edit, reconcilianon and	 uncleared transactions, lot proof listings, manage-
exception hstmgs	 ment notices, pay status analysis, payment and
 

processing exceptions, V A allotment and master
 
file reconcihatron hstmgs and other similar prod-
ucts, used for research, correction, review and
 
reconcilianon of rejects condinons or events
 

19 management mforma-	 data wluch reflects the activity of the retiree and 

tlon	 annuitant pay system. internal exammanon
 
records, and other related records, used for statis-
tical and management purposes
 

20	 reports (controlled or tabulations, summanes or feeder reports used for
 
uncontrolled) budget stanstical or information purposes
 

21 tax data	 federal income tax withholdmg records such as
 

TD W2, W2Ps, W2P negative/zero balances. allen
 

control hsts, retiree and annuitant W2P control
 
hsts
 

22 reference matenals company code directories, locators and other sum-
lar oroducts
 

23 transmittal letters forms or correspondence used to transmit records
 

or to reqj1est records or mformation
 

24 posnng media	 records (other than source data) used for machine
 

apphcanon or control such as post data transcnpt
 
forms work sheets
 

25 control logs manual and computer payments used to record
 

disbursement and collection vouchers
 

26 record control logs of numbered and unnumbered source records
 

such as MPO logs transmittal logs
 

NOTES 
I Limited income cases are subject to be reopened 
·2 If member IS placed on the permanent or temporary disabihty retired list, records will be retired per rule I 
3 Tlus senes IS disconnnued, retired segments at Denver FARC are ehgible for destruction through 1986 

D 

then 

retire	 to Denver FARC 

where they will be destroyed 
after a total of 6 years and 3 

months per table 177-5 

destroy I year plus I month 

after close of FY m wluch 
created, provided there are no 

outstanding discrepancies 

destroy after 2 years or when 
no longer needed, whichever I: 
IS sooner 

destroy I year plus I month 

after close of FY in which I/. 
created. provided there are no idoutstanding discrepancies i I 

I,
J,I.

ii,'
,Ii

destroy after I year or when ,~
no longer needed, wluchever " IS sooner 

destroy after 2 years or when 

no longer needed, wluchever 
IS sooner 

destroy after I year or when 

no lon~er needed 

destroy 4 calendar years after 
taxes are paid 

destroy when superseded 

destroy when records or 
mformation are received 

destroy after 90 days or when 

no longer needed 

destroy I year after close of 
FY m wluch created 

destroy 90 days after close of 
FY in which created 

I 
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I TABLE 177-35 

·OUALITY ASSURANCE PROGRAM lOAP) RECORDS FOR ACCOUNTING AND FINANCE OPERATIONS 

R A B	 C D 

U
 
L If the records are
 

E or pertain to consisting of which are then
 

1 planmng	 records on developing, formulating and ISsuing at ISSUing acnvines of destroy 3 years after super-
pohcies, guidelines, and overall direcnon of the MAJCOMs and HQ seded, obsolete or mactivanon
 

QAP for all accounting and finance operations AFAFC of acnvit v
-
1.1	 at AFOs destroy I year after super-

seded, obsolete or macnvanon
 

of office
 

2 adrmmstranve	 techmcal assistance and advice on quality matters, at ISSUing or requesting destroy I year after super-
management	 motivational matenal, and routine communicanons activities seded or obsolete or when no 

about appomtmg a QAP morutor estabhshmg and longer needed, wluchever IS 

reviewing performance standards and goals, estab- sooner 
hslung sampling plans, evaluating effectiveness of 
the QAP, or about awards or recogmnon for out-
standinz quahtv achievement 

3 exammanons, in-	 reports on exammanons, mspecnons, systems and at offices perfomung the destroy after 3 years 

specnons and surveys	 surveys (mcludmg findmgs, recommendations, exammanons, Inspections
 

rebuttals and followup actions), and other related and surveys
 

records
i--
4 at examined, mspected or destroy I year after all cor-

surveyed activmes recnve actions have been 
completed or after next 
comparable exammation, 
mspecnon or survey, which-
ever IS later i--

5 at MAJCOMs, mterme- destroy I year after all actions 

diate, morutormg or evalu- are completed 
anng offices-

6	 mformation COPIes of other destroy 3 months after own
 

urut or actrvtty inspecnons comparable mspection report
 
or exammanon reports fur- lS received or when no longer
 
rushed for self-Inspection, needed, wluchever IS sooner
 
and renhes when required
 

2- workpapers records recuired to develon standards at HOAFAFC destroy after 4 years. 

8 tabulations, computer prmtouts, copies of records, at offices perfomung the destroy after I year
 
etc exarmnanon mspecnon and
 

surveys
 

9 quality aids	 quality assurance bulletins, checkhsts, self- destroy when superseded, ob-
mspecnon gwdes or similar records, and related solete, or no longer needed
 
information not published as, or a supplement to a
 

standardpubhcatlon~ AFR 5-\Jsee table 5-1)
 

178. Cost and Management Analysis. These tables cover records pertaining to the methods of analyzing management 
in terms of principal missions or organizational objectives, developing standards to evaluate performance, providing 
planning factors, isolating problem areas to facilitate command decisions, and insunng economical use of AF re-
sources. 
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I TABLE 178-1 I
 
ISTUDIES AND REPORTS
 

R A B C D
 

U
 
L U the records are
 
E or pertain to consisting of which are then
 

1 studies, analyses, and formal management analyses, studies and summa- accumulated at manage-	 retire as permanent Offer to 
summanes	 nes that measure and evaluate AIr Force perform- ment analysis offices and National Arcluves when 25 

ance 10 carrying out Its substantive rmssion respon- functional staff offices hav- years old 
sibthttes but excluding management analyses, stud- 10g pnmary responsibihty 
ies and summanes covered elsewhere 10 AFR for managing the program 

12-50, such as office management studies covered or system 
by table I(}-l and feasibihty studies for mformanon 

management technology and equipment covered 
bv tables 12-1 and 30(}-1f---

2 routme pen odic analyses and studies	 destroy when obsolete or no 

lon~er neededr---
3	 feeder reports and other background or source destroy when no longer 

data required for vahdation of costs, to complete needed 
estunates reflect changes and/or trends 

4	 program evaluation diagrams and analyses created to graphically and at management analysis destroy after 8 years 

review techmque analytically mom tor the progress of command pro- activities 

(PERT) grams and projectst---
5 at staff acnvines destroy when superseded, ob-

solete or no longer needed 

6 informanon require- basic policies and procedures pertaining to AF in- at HQ USAF and MAJ-	 see table 5-1 

ments management formation requirements management program	 COMs and made a part of
 
the record set of the apph-
cable pubhcation to wluch
 
they pertain
 

7 reports control case direcnves prescnbmg reports, correspondence, and superseded or obsolete destroy superseded or obso-
files	 other action records on each report accumulated documentation pertammg lete records upon receipt of 

by mformanon requirements management control to current reports new matenal 
officest---

8 all records pertainmg to destroy 2 years after discon-
discontmued reports tmuance 

9	 dally reports notices DRN advisory messages, mforrnanon copies of at mformanon require- destroy after 1 year 
(DRN) advisory mes- apphcations for approval of reports forwarded to ments control offices 

sages HQ USAF for DRN confirmation of inter-com-
mand reports 

I TABLE 178-2 I
 
ICOST CENTER PERFORMANCE MEASUREMENT SYSTEM
 

R A	 B C D 

U
 

L U the records are
 

E or pertain to consisttng of which are then
 

1 cost center performance master file monthly (except June) CCPSs at MAJCOMs and destroy at end of fiscal year 

t--- summary (CCPS) below 

master file of June CCPS	 destroy after 3 fiscal years ~ 
3	 cards, magnetic tapes, edit hstmg produced 10 the destroy after 60 days 

process of creatmz CCPSt---
cost	 data audit hstm~ destroy at end of fiscal year r-L 

5 transcnpt forms	 destroy when no longer 
needed 

j 
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*182. Official Mail and Administrative Communications Distribution Management. These tables cover disposition of 
records pertaining to policies, procedures and mstructions governmg worldwide postal operations, postal finance ser-
Vices, and official mail management and accountability; Include operational mstructions for air post offices (APOs), 
aenal mail terminals, base information transfer centers, mobile distnbution systems, mail directories, and transporta-
tion systems. 

ITABLE 182-1 I 
IADMINISTRATION OF POSTAL ACCOUNTS 

R A B C D 

U 

L IT the records are 

E or pertain to consisting of which are then 

1 money orders	 PS Form (PS) 6019, Military Post Office at postal acnvines destroy after 2 years (EXCEP-
(MPO) Report of Money Order Business, TION destroy venficanon copy
 

and supportmg records after venfication or completion of
 
corrective actlonL-

2 records of money order forms and fund destroy after 2 years
 

transacnons=-
DD Form (DD) 885, Money Order Con-

trol Record,
 
PS 6990, Invoice Money Order Form,
 
PS Form 17, Stamp Requismon used to
 

reQUISItiOn money orders
 

3 stamp stock PS 17, Stamp Requisinon custodian of postal effects' destroy after 6 months
 

(COPE) copies at postal
 
acnvines
-

4	 window clerk's copies at destroy upon completion of next
 
postal acnvines audit
-

5	 PS 3295, Daily Record of Stamps, at postal acnvines destroy I year after completion of
 
Stamped Paper and Nonpostal Stamps form
 

Issued and Received,
 
PS 3958 Main Stock Transaction Record
-

6 PS 3220, Claim for Stamped Envelope destroy when credit IS received from 

DIscount source of supply 

7 Unit stamp and money DD 1118, Unit Mail Clerk's Receipts for at unit mad room destroy 90 days after transacnon 

order purchases Funds and Purchase Record comoleted 

8 official postage meter PS 3601-A, LIcense to Use Postage Meters at offices using official return to SAF/AADAQA when 

licenses postage meters postage meter operanon IS relocated 

or termmated-
9 at SAF/AADAQA	 forward terminated license to US
 

Postal SeTVIce (QSPSt
 

10	 postage meter opera- PS 3602-PO, Report of Meter Setting, and at postal acnvrties and destroy 2 years after form com-
nons (not covered ID supporting records offices using official pleted
 

rule 14) postage meters
-
11	 PS 3602-A, Daily Record of Meter Regis- destroy 2 years after date of final
 

ter Readings, entry
 
PS 3603, Receipt for Postage Meter Set-
tmgs,
 
PS 3610, Record of Postage Meter Set-
tmgs;
 
PS 3533, Apphcation and voucher for
 
Refund of Postage and Fees
 

12	 pemut imprint mailing PS 3602, Statement of Mailing WIth Per- at official mad acnvrnes destroy 1 year after date of maihng 
statements	 I1l1tImpnnts,
 

PS 3602-PC, Statement of Marlmg Bulk
 

Rates,
 
PS 3605, Statement of Maihng Bulk Zone
 

Rate
 

13 daily financial report	 PS 1412-B, Dally Fmancial Report and at postal activrnes destroy after 2 years
 
sunncrtmz records
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I	 ITABLE 182-1 CONTINUED 

R A B C D 
U 
L If the records are 
E or pertain to consisting of which are then 

*14	 postage expenditure PS 3612, OffiC181Mat! Postage Meter Quar- at official mat! acnvines, destroy after I year or when no 
reports	 terly Report, MAlCOM or SOAIDAA longer needed, whichever IS later 

AF Form 1394, Quarterly Postage and SAF/AADAQA 
Expenditure Report, 
PS Form 176, Penalty MatI Stamp ReqUISI-
non, 
AF Form 202, Quarterly Official Mall 
Stamp ReqwstttonlUse Report, 
AF Form 3216, Consohdated OffiCial MatI 
Postage Report 

15 audits	 audit summary-- at COPE at postal acnvi- destroy after 6 months 
DO 2259, Report of Audit of Postal ties 
Accounts r---

16	 at wmdow clerk at postal destroy upon completion of next 
activities auditI--

17	 audit record-s- at postal acnviues destroy I year after account IS with-
PS 3368, Stamp Credit Exammation drawn 
Record 

18 fixed credit receipts PS 3367, FIXed Credit Receipt, destroy when superseded or upon 
PS 3369, Stamp Credit Receipt reassignment of mdividual, which-

ever IS sooner 

I TABLE 182-2 

MAIL	 ACCEPTANCE AND DELIVERY 

R A B	 C D( 
I 

U
 

L If the records are
 

E or pertain to consISting of which are then
 

*1	 appointment of unit DO 285, Appointment of Military Postal at postal acnvines, unit mall destroy 2 years after cancellation 

mail clerk or mat! Clerk, Urnt Mat! Clerk or Mat! Orderly rooms and official mail acnvt-
orderly UesI----

*2 DO 2260, Unit MatlclerkiOrderly destroy 2 years after last entry on 
DeslgnjltlonLo~ lQghas been revoked 

*3	 dispatch and dehvery PS 3806, Receipt for Registered Mail, destroy after 2 years (see note) 
receipts on account- PS 3849A, Delivery Notice or Receipt, 
able mati PS 3849B, Delivery Remmder or 

Receipt, PS 3850, Record of Delivery 

Registered, Numbered Insured, Certified 

and COD MatI, PS 3854, Marufold 
Registry DISpatch Book, PS 3877, Firm 

Mailmg Book for Registered, Insured, 
COD, Cerufied, and Express MatI, PS 

3883, Firm Dehvery Book-Registered, 
Certified and Numbered Insured Mail, 
DO 1384, Transportation Control and 

Movement Document 

*4	 mail call or hours of DO urs, Mailroom, USPS Label 55, destroy when new forms are posted 

collection notices Mati Collection Times 

5 postal directory	 dtrectory cards on persons assigned destroy I year after permanently 

Postal Service Center (PSC) postal assigned personnel depart, or 3 
receptacles or authonzed to receive mail months after transient personnel 
through general delivery	 depart-i *5.1	 If person was TOY or in studentt, I, , status 6 months or less, destroy 3 

months after transient departs 
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ITABLE 182 2 CONTINUED-
R A B	 C D 

V
 
L U the records are
 

E or pertain to consisting of which are then
 

"6 mad seizure reoorts records nertammz to the seizure of mall at postal acnvines destroy after I year
 

"7 mall covers records, including reports, resultmg destroy after 8 years
 

from mall covers
 

"8 change of address new mailmg address mformanon at PSCs destroy when no longer needed
 

"9 mall change notice DD 2258, Temporary Mall Disposmon
 
Instructions
 

"10 issuing postal recepta- DD 2262, Receptacle Record at PSCs or unit mail rooms destroy after recordmg first entry on
 

cles a new form mdicanng box reissued
 

"11 status of PSC custom- notifications to umts at PSCs destroy when no longer needed
 

ers
 

·12 standing dehvery PS 3801, Standing Delivery Order destroy 2 years after cancellanon.
 
order
 

"13 recall of !I1al1 PS 1509, Senders Apphcanon for Recall at postal activmes destroy after I year
 
of Mail
 

"14 accountable container receipts for accountable containers: at postal acnvines destroy after 2 years when used as
 

receipts dispatched/received VIa registered mall, an mtransu receipt by the Base
 

dispatched/received VIa other than Information Transfer System, distn-
registered mall or via inter-office distn- button office or other messenger.
 
bunon, and in pouches or other consoh- (EXCEPTION destroy suspense
 

dated mailings copy of receipt after return of Signed
 
receipt) •
 r--

·15	 unsigned duplicate COpies used for tracer destroy after 90 days or when no
 

and control purposes longer needed wluchever IS later
r--
·16	 Apphcation for Regis- AF Form 627 used to obtam a receipt destroy after 2 years
 

tranon or Cernficauon for sealed accountable contamers being
 

of Official Mall disnatched Via rezistered mall
r--
·17	 AF Form 627 used to obtain a receipt destroy after I year
 

for sealed accountable containers being
 
dispatched via other than remstered mali
r--

·18 AF Form 627 used 1D place of an destroy on return of Signed docu-
accountable container receipt ment recemt
 

·19 weapons system correspondence, mcludmg letters of at MAJCOMs destroy I year after termmation of
 
pouch (WSP) service authonty, to establish and discontmue the WSP service
 

WSP service
-"20 at requestmg activrnes	 destroy 3 months after cancellation
 

of the WSP service, or when no
 

longer needed wluchever IS sooner
 

·21 postal analyses and	 analysis/summary records from Transit at postal acnvmes destroy after 6 months 

summanes	 Tl!I1e Information System fer Military
 

Mall, Postal Actrvity Reporting System,
 
and Postal Net Alerts, and Container
 
Receipt Summanes
 

NOTE· When an APO or Aenal Terminal IS closed, records of accountable mall on VSPS forms are mailed to servmg postmaster (Military 

Records VOlt). 
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ITABLE 182-3 I 
IMAIL MOVEMENT 

R A B C D 
U 

L If the records 

E are or pertain to consisting of which are then 

°1 receipt and dispatch	 mati marufests (PS Form 2900, US MIlitary Mall by for registered mali destroy after 2 years (see 
of mali	 US Commercial Air Camers Dispatch Record, Alas- note) 

kan AIr Mali Dispatch Record, PS 2942-A, AV-7 De-
livery LISt, PS 383O-A, Registry Dispatch Record, 
DD 1384, Transportation Control and Movement 
Document, DD 1385, Cargo Manifest, Transportation 

Control Number log forms, Government Bills of Lad-
ing, DD 878, MIlitary Mali Dispatched-

for nonr~ered mati destrQY after 1 vear --L-
DD 1372 Mal! Mamfest	 at postal acnvines destroy after 3 months. ..:L 

°4	 PS 2277, Transit Tune Information System for M111- destroy 60 days after message 

tarv Mali Dailv Work Sheet report IS submrtted 

5	 small-parcel ship- records generated by small-parcel shipping companies destroy after 1 year or as 

ment billmg or ship- specified in contract, wluch-
ping records ever IS later-

°5.1	 records for matenal sent as pan of the Foreign Mih- destroy 2 years after ship-
tary Sales/Secunty ASSIStance Program wluch may be pmg/bilhng date or as speer-
needed to answer a Report of Item Discrepancy fied in delivery service con-

tract, wluchever IS later 

°6 Irregular makeup DD 2273, Irregulannes in Makeup and DISpatch of at Cited postal acnvines destroy 6 months after reme-
and dispatch of mail M3.l1 dial action IS completed.-

6.1	 at other than Cited postal destroy after 6 months 

actrvmes 

( °7 Irregular handlmg PS 2759, Report of Irregular Handling of Mall at MAlCOM postal destroy after 2 years or when 

of mail squadrons no longer needed, wluchever 
IS later-

°8 at onsnnannz stations destrov after I vear 

·9 mcommg command log used to record pouch number at recerving station destroy after 3 months. 
pouch 

NOTE When an APO or Aenal M3.l1 Terrnmal IS closed, records of registered mall on USPS forms are mailed to serving postmaster (Military 

Records VOlt) 

10TABLE 1824 

I POSTAL ADMINISTRATION RECORDS 

R A B C D 

U 

L If the records are 

E or pertain to consisting of which are then 

°1	 board of officers pro- records on circumstances on loss, damage, unserviceabrl- at field acnvmes destroy 1 year after final 
ceedmgs and reports ity, or destruction of USPS funds or property or account- disposrnon or when no longer 
of survey able mati, and determimng pecuniary or other responsibil- needed, wluchever IS sooner. 

itv
 

2
 postal offense case postal offense reports. mvesngative (OSn reports and at MAlCOM postal destroy 2 years after case IS 

files related reports on mvestigauon of offenses ag3.IDSt the squadrons closed 

postal service under AF junsdrction ~ 
3 at field activmes destroy 3 months after case IS 

closed 

4 unhzanon of APO fa- approved/disapproved requests from persons or organiza- destroy after 1 year or when 

cihties nons, other than those authonzed by DOD 4525 6M. to no longer needed. wluchever 
use the Mihtarv Postal Service (MPS) IS sooner 

"-
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ITABLE 182-4 CONTINUED 

R A B C D 

U 
L If the records are 
E or pertain to consisting of which are then 

5 suspensions Withdrawals of use destroy 3 months after suspen-
of APO privileges sion IS withdrawn, or on reas-
from mdrvrduals/or- signment or separation of mdr-

t--
garuzanons vidual 

6 revocations destroy 1 year after pnvileges 
are reinstated, or 1 year after 
reassignment or separation of 

r-- mdividual 

7 lmntanons destroy 3 months after hnuta-
non IS withdrawn, or on reas-
signment or separation of mdi-
vidual 

*8 clauns paid by USPS claims forms PS 542, lnqwry About Registered Article destroy after 2 years. 
and UPS or an Insured Parcel or an Ordmary Parcel; PS 565, 

Registered Mall Apphcauon for Indemruty/lnqwry, PS 

673, Report of lWIed Parcel; PS 1510, Mall Nondehvery 

Report, PS 2855, Clam! for Indemmty=Internanonal 
Registered and Insured Mall, PS 3760, Wrapper Found 

Without Contents; PS 3812, Request for Payment of 
Domestic Postal Insurance/Claim Idennficanon, PS 3831, 
Post Office Record of Claim; PS 3841, Post Office 
Record of Claim 

*9 complaints and customer comments. PS 4314-<:, Customer Service destroy 1 year after case 

mqumes Card; PS 4314-P, Customer Service Card closed or when no longer 
needed wluchever IS later 

10 urut mall service checklists destroy after 1 year 
m~pectlon 

*11 tracers processing records: PS 383o-A, Registry DIspatch destroy after 2 years 
Record· PS 3854 Registered M8I1 Dispatch Blil 

*U designanon/termi- DD 2257, Desrgnanon/Termmanon MPC-FPC-COPE- destroy 2 years after termma-
nation of postal PFO (see note) tlon 
clerks 

*13 registry balance and PS 2261, Registered Mall-Balance and Inventory at postal acnvmes destroy after 2 years 

t-- inventory 

*14 duplicate copy at MPO supervisor destroy 30 days after 
or designated verification of onginal 
representative/agency 

*15 postal operations master Job Proficiency Gwde at MAlCOM postal destroy when superseded 
proficiency trauung squadrons and 

postal activities 

*16 postal bullettns at postal acnvines destroy after 6 months and/or 
after bulltm matter entered 10 

a USPS pubhcanon 

*17 distnbunon and loca- mall distnbunon scheme, MPO location hsts, and related destroy on receipt of a later 
non hsnngs records reviston, or on inactivation of 

using acnvity, wluchever IS 

sooner 

*18 mventories of postal PS 1586, Supply Record; PS 1590, Supplies and Equip- at postal acnvines destroy when superseded 
supplies and USPS ment Receipt 
equipment 

*19 requisinons for PS 1567, Requismon for Rubber and Steel Stamps Only, Destroy after requisttron IS 

USPS eqwpment, PS 1578-A, Requisinon for Large Labels, PS 1578-B, filled or when no longer 
supplies, publica- ReqUISItiOn for Non-Standard Facing Slips and Labels, needed, whichever IS later 
nons, coded tags and PS 1957<, Request for Mihtary Tags and Labels, PS 

labels 1957-D Request for Tags and Labels, PS 4686-A Ship- -ping Order; PS 4984, Repair Parts Requisinon, PS 7380, 
Supply Center Requismon; PS 7381, Requisinon for Sup-
plies Services or Equrpment 
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I TABLE 182-4 CONTINUED I 
R A B C D 

U 
L If the records are 
E or pertain to consisting of which are then 

-20 repairs to 
equipment 

postal equipment Iustory-PS 4805, Work Record Sheet transfer WIth unserviceable 

equipment to the accountable 
USPS postmaster 

183. Courier Administration and Operations. This table covers records accumulated in the admmistranon and opera-
non of the Armed Forces Coune~ Service, a tnservice agency (Army, Navy, Air Force) of the Jomt Chiefs of Staff. 

I ITABLE 183-1 

IARMED FORCES COURIER SERVICE CARFCOS) 

R A B C D 

U 

L If the records are 

E or pertain to consisting of which are then 

1 Receipt to Sender ARFCOS Form I,used as a receipt for ARFCOS	 copies used by destroy on return of SIgned 

matenal to sender	 agencies other than receipt, or after I year when 

ARFCOS actrvines used as an mtransit receipt, 
to obtam a receipt 
for accountable 

contamers 
dispatched thru 

ARFCOSr---
2	 at Armed Forces hold I year and send to 

Couner Stations ARFCOS Supply Center 
(ARFCOST As) wluch wtll consohdete and 

send to WNRC, destroy when 

6 years old 

3	 Pouch InVOIce lisnng ARFCOS Form 3 

matenal 

4 Couner Designation	 ARFCOS Form 5, used to designate an escort for 
ARFCOS matenal between ARFCOST As 

5	 Delivery Receipt for ARFCOS Form 4 

ARFCOS matenal 
from accountf--

6 copies used by destroy after I year 
agencies other than 
ARFCOS actrvines 

as an tntransit 
receipt for incommg 
accountable con-
tamers thru 

ARFCOS 

7	 Receipt for ARFCOS ARFCOS Form 2 at ARFCOST As destroy upon turn-m of 
controlled itema/ accountable Item. 
eoumment 

8	 request for ARFCOS ARFCOS Form 7 destroy after I year 
supplIes/ equ!p_ment 

9	 Identificanon Card ARFCOS Form 9, used to rdentify couners/assistant destroy immediately upon 

for couriers/assistant couners relocation of courier/assrstant 
couners couner, lAW ARFCOS Man-

ual Ch 16 Ilar~ph 1602h 

-10	 Armed Force Couner ARFCOS Form 10, used for authonzatton of account hold I year and send to 

Authonzatton Record and signature venficanon ARFCOS Supply Center 
which WIll consolidate and 
send to WNRC, destroy when( ~, 6 years old 
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I TABLE 183-1. CONTINUED 

R A B C D 

U 
L If the records are 
E or pertain to consISting of wluch are then 

11 Channel and Cost ARFCOS Form 13. used for planning and budgeting at destroy after I year 
Re rt H USAF level 

12 Statement of Refusal ARFCOS Form 17. used for possible pumnve action destroy after I year 
to Serve as Desrg-
nated Couner/Couner 
ASSIstant 

13 Allowance LIst ARFCOS Form 18. used to set level of ARFCOS forms destroy when superseded 

on hand 

14 Records Shipment ARFCOS Form 20. used as a receipt for records shipped destroy after disposal date of 
LIst the records It forwarded 

15 ARFCOST A lnven- ARFCOS Form 23. used as an inventory and balance destroy after I year 
to record 

190. Public Affairs. These tables cover documentation relating to general policies and procedures for internal m-
formation and community relations programs; and information and advice regarding an internal information effort 
which will inform and motivate Air Force personnel, maintam liaison with pubhc news media, promote public under-
standing of Air Force activities, and develop and maintain cooperation between the AF and the community. 

ITABLE 19G-1 I 
IPUBUC AFFAIRS I 

R A 8 C D 

U 

L If the records 

E are or pertain to consistiDg of which are then 

1 public affarrs re- public affairs releases to news media, mcluding sta-	 copies other than file copies destroy when no longer 
leases	 nstical reports. data sheets. news releases. speeches. needed 

scripts, briefings, answers to queries, photographs. 
slides, motion PICtures. VIdeotapes. background 

material, chppmgs, audio recordings, and public 
service radio programsf---

1.1	 ongmals or official file copies destroy after I year 
on any subject wluch are de-
termmed by the Pubhc Affarrs 

Officer to be routine or having 
no lastmg or only temporary 

sigruficance to the urut's rms-
sion ~JICles or statust---

2 ongmals or official file COPIes retire as permanent (see note 
wluch are determmed by the 5) 
Pubhc Alfarrs Officer to be of 
lasting significance 10 relation 

to the urut's DIISSlon. pohcres, 
status and all ongmal releases 
of the Office of Public Affairs 
(SAFIPA) 

2.1 recrumng home-	 releases to local news media for enhstments 10 the destroy after 3 months 
town	 news releases delayed enhstment program and enlistment or com-

rmssiomna into the USAF 

3 biographical files	 biographrcal sketches. photographs. news chppmgs, for members transfemng from forward to gammg activity 

and related correspondence reftectmg on the one AF installation to another on transfer of mdividual 
careers of AF members (mihtary and CIVIlian) who -

-	 have performed outstanding services for the AF 
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ITABLE 190-1 CONTINUED I 
R A B C D 
U 

L If the records are 

E or pertain to consisting of which are then 

4 

-

for civihans who transfer to 

another government agency 
or separate from the AF 

(except for those covered by 
rule Q) 

destroy 

dividual 
on separation 

from the AF 

of ID-

5 

-
at SAFiPA transfer tiles to HQ 

OPR on separation 
AF 

USAF 

from the 

6 

-

at HQ AFSINC for retired 
general officers and 

appointed officials (see note 

D 

retire 
2) 

as permanent (see note 

7 

-
at MAJCOMs 
ians 

for VIP CIVU- destroy 
drvidual 

on separation 
from the AF 

of ID-

7.1 

r---
.........L-

at MAJCOMs and below for 
acnve duty and renred gen-
eral officers 

(RESERVED) 

destroy 

needed 

when no longer 

9 all tiles other 
through 7 1 

than rules 3 destroy 5 years after separa-
non of mdrvidual from the 
AF or when no longer 
needed (see note 3) 

10 special 
nIDg 

events plan- correspondence, nunutes of meenngs, photographs, 
plans. layouts, drawings, manpower requirements, 
progress reports, and similar records used ID plan-
rung military ceremorues, retirements, funerals, 
dedications ~_eclal hohdavs parades etc 

destroy after 4 years. or 
when no longer needed, 
wluchever IS sooner 

11 public affairs offices 

files of hometown 
news releases 

hometown 

supporting 

news release data. With background 

materials and related correspondence 

or destroy when no longer 
needed or send to gaming 

mstallation public affairs 

office If news IS of sufficient 
interest 

U card index tile names, 
release 

dates 

form 

and news 

forwarded 

subjects of each 

to Home Town 

news 

News 

at public affairs offices destroy after I year 

Center 

12.1 log books destroy 

needed 

when no longer 

13 speakers 

tiles 

bureau biographical data. 8" x 10" glossy photograph, 
type of orgaruzatlon and events for wluch speaker 
IS best suited, subject matter he IS best qualified to 
present, and record of speeches and public appear-
ances made 

destroy when mdrvrdual 
separated from the AF, 
send to gaID1Dg activity 

transfer of mdividual 

is 
or 
on 

*14 

I---
15 

AF newspapers 

and news penodi-
cals 

record sets 

COPIes 

published under AFR 190-1 produced 

through 

at any level by or 
pubhc affarrs offices 

destroy when no longer 
needed or on macnvanon of 
the organization for which 

pubhshed (see notes 6 and 
17) 
see table 1\-1 

16 national scouting 
organizations 

scouting project officer's monthly summary 

installanon's acuvuy ID the program 

of at mstallanon 
levels 

and regional destroy after 2 years 

17 (RESERVED) 

18 scouting liaison officer's monthly narrative and sta-
tistical reports summanzmg regional participation 
ID the program 

at regional and 
USAF scouting 

director, 
levels 

destroy after 2 years 

19 scouting harson officer's annual report 
atmg plan of activities ID each region, 
budget data 

and oper-
mcluding 

destroy after 10 years 
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ITABLEl~l CONnnNUED 
R A B C D
 
U
 

L If the records are
 

E or pertain to consisting of which are then
 

20	 polmco-nnlnary see table 110-1
 
matters
 

21 inneranes of VISits	 messages, correspondence and form records mam- destroy I year after com-
tamed by "visitors bureaus' to morutor VISits by plenon of VISit
 
US citizens to oversea areas
 

22	 basic pubhc affairs letters, messages and other documentation denot- destroy when policies, pro-
records mg policies, procedures and guidance	 cedures or guidance are 

superseded or no longer 
current 

23	 distinguished VISitor messages and other correspondence, guest lists, m- destroy when no longer
 
program documen- vitanons, schedules, airhft requests, authonty to needed
 
tanon use commercial aireorts etc
 

24	 pubhc affaus pro- correspondence, news clips, biographies, bro-
gram reference and chures, schedules, pnor releases, releasable state-

guidance matenal ments, and data on orgamzanons, plans, programs,
 

ecumment, tactics. techruaues,	 canabihtv, etc 

25	 news media V1S1tor messages and other correspondence, guests hsts, destroy after I year.
 
documentation mvitanons, schedules results of VISits
 f---

25.1	 after action reports, summaries, chppmgs, and destroy when no longer
 
evaluation comments needed
 

26	 exhibit case files mformatIon on the development, acquismon and at AF Onentauon Group destroy when exhibit IS re-
use of AF exhibits for pubhc display	 furbished or retired, or 

when no longer needed, 
whichever IS later 

27	 pubhcanons of the pubhcauons such as Current News, Supplemental at SAF/AAR retire as permanent (see note
 
Newschppmg and Chps, Equal Opportunity Current News, Radio- 4)
 
Analysis Service TV Defense Dialog, Selected Statements, Foreign
 

Media Edmon of Current News, and Fnday
 
Review of Defense Literature
 

28 news chppmg col- news chppmgs taken from newspapers, penodicals, paper copy at SAF IAAR donate to the Library of
 
lecnon and the WIre services Congress when no longer
 

needed
~ 
29	 microfilm copy at SAF I transfer It as nonrecord 

AAR '	 reference matenal to the 
NARS Mihtary Archives 

DIVISion when no longer.	 needed 

NOTES. 
Appomted officials consist of the Secretary of the AF, the Under Secretary, Assistant Secretanes and the Chief SCientist 

2. Offer to the National Archives m Io-year blocks when latest document IS 25 years old. 
3 These records are not authonzed for retirement to federal records centers 

4. Offer pubhcanons dated before 1982 to National Archives m 100year blocks when the most recent pubhcanons are 30 years old Offer pubhca-
nons dated 1982 and later to Nanonal Archives in IO-year blocks when the most recent pubhcanons are 5 years old 

5 Offer to the National Archives m S-year blocks when latest record IS 20 years old 

-6. On macnvation, AF newspapers and news periodicals may be presented to a local hbrary, college or other public acnvity on request See 
APR 12-S0, volume I, paragraph 4-10 for transfer rules. 
-7. See table S-1 for record sets of AIr Force periodicals, 
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I TABLE 1~2 I
 
I HOME TOWN NEWS CENTER RECORDS
,. 

U 

~I R A	 B C D 

L	 If the records are 
E or pertain to	 consisting of which are then 

1 home town news cen- master media case files of the vanous news media (news- retire as permanent on mae-
ter data papers, radio stations) wluch participate In servicing nvanon of the home town 

releases of hometown news news center -
2 card Index for control of rule I records	 interfile cards in their related 

master media case folders -
3	 media marker records of code hsnngs for classifying the destroy when superseded or 

news releases of vanous news media no longer needed -
4 news release guides used for developing news Items and
 

- feature story releases
 

S	 statisncal data, tabulations, summanes, and related reports destroy after I year. 
reflecnnz the tvoe and auanntv of work accomohshed -
comes of acnvitv and effectiveness reeorts 

-L radio and TV mterview data, and related interview tapes ongmais return to onzmanna acnvirv, 
8 COpies destroy 3 months after release 

of the interview tape to the 
hometown news media, or 1 
month after the ongmal mter-
View tape IS killed, wluchever 
IS annhcable 

-L 

-
9	 card Index of the TV stations in each state, used as a con- destroy when obsolete or no 

trol reference of their coverage IonIter needed -10	 brograplucal files consisting of home town news releases destroy 2 months after date of 
and biographical data, attached photos, negatives or release to the home town 
~nnts and other nertment data media for l1ubhcatlon. 

ITABLE1~3 I 
I AMERICAN FORCES RADIO AND TELEVISION (AFRTI RECORDS 

R A B C D 

U 

L If the records are 
E or pertain to consisting of which are then 

1	 negotiations and con- ta1ks, frequency hrmtauons, crvihan boundary disputes, at local AFR T destroy 2 years after macnva-
fucts of AFR T opera- and background mformanon on setting up AFRT facilities non of unit 
nons 

2 authonzanon to oper- frequencies granted, emergency frequencies and call Signs 
ate 

3 pubhc affairs Internal broadcasting policies destroy after a new policy of 
mformanon QrQgl'ams the same subject ISmade. 

4 operation of AFRT operational instructions destroy when superseded or 
obsolete. 

S recorded discs or records of discs or magnetic tapes destroy after 1 year or when 
magnetic tapes no longer needed, wluchever 

IS sooner 
6 program restrtction records pertammg to the establtshmentlremoval of pro- at broadcastmg destroy when superseded or 

files gram resmcnons Imposed by the television industry uruts m oversea on macnvanon of urut. 
areas 
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200. Intelligence. These tables cover disposinon mstructions for records pertammg to collection, identification, 
evaluation, classification and dissemination of general and techrucal intelligence. 

I TABLE 200-1 I 
I INTELliGENCE RECORDS
 

R A B C D
 

U
 

L If the records are or
 
E pertain to consisting of which are then
 

1 indexes or accession	 manual or machine-produced subjective, regional, based on AF intelligence retire as permanent With the 

- hsts	 country or SImilar indexes or accession lists of raw production acnvtnes or records to which they pertain 

firushed mtelhgence used for research, idennfica- their firushed mtelhgence (see note) 
non, and location purposes, and prepared by AF products 
mtelhgencer--

2	 based on intelhgence see table II-I
 
research or library-type
 

acnvmes of intelhgence
 
holdmgs on raw and fin-
ished mtelhgence products
 

of other acnvmes
r--
3	 special indexes or bibhog- dispose of ongmals WIth the
 

raphies prepared m sup- study or project of which
 

port of studies or projects thev become a part.
-
4 destroy informauon copies
 

when no lonser needed.
 

5 mtelligence record data accumulated incident to dlssemmatmg mtel- destroy I year after require-
dissemmanon	 hgence reports, pubhcanons and other records, ment IS discontinued or super-

supporting agreements, mterpretmg general release seded 
policies, and substantiating requirements of the 

vanous recunents of mtelhzence records 

6	 joint and external see table 25-3
 
committee member-
shm
 

7 captured records captured or confiscated enemy records	 request disposmon instructions
 

from SAF / AADQ when the
 
possessing acnvity no longer
 
needs the records.
 

8	 Sensitive Compart- DD Form 1847-1 or smuiar forms at AFIS/INSB destroy after 70 years
 

men ted Information
 

(Sen Nondisclosure
 
Azreements (NDAs)
 

NOTE Offer to the National	 Archives in S-year blocks when latest record IS 2S years old 

I TABLE 200-2 I 
ICOLLEcnON RECORDS 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

1 raw intelhgence	 mtelhgence mformanon reports on domestic, at HQ USAF see table II-I.
 
foreign, sciennfic and techruca1 mtelhgence matters
 

which have been recorded on 1lllcrofilm or micro-
film aperture cards, or have been determmed not
 
required
-

2	 mformanon copies at other destroy when superseded, ob-
than HQ USAF solete or no longer needed
-

3	 source and raw material, such as photographs, destroy I year after comple-
messages, and other Intelligence accumulated by non of r.!:JlOrt
 
ongmators and used In preparing DoD mtelhgence
 
information reports
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ITABLE 21»-2 CONTINUED I 
~\ 
: 

R A 

U 
L If the records are 
E or pertain to 

4 collection require-
ments 

-
5 

-
6 

7	 proposals for collec-
non of mtelhgence 

8	 collection operatIons 

9	 collection devices 
projects 

10 USAF name registry 

r--
11 

U collection guidance 

-
13 

-

14 

-
15 

-
16 

-
17 

-
18 

-

19 

20 ELINT data reduction 

-
21 

-

22 

-


B 

consisting of 

correspondence 

collecnon action 
record) 

and 

(for 
records 

which 

pertaming to levy 

DlA IS the office 

and 

of 

correspondence and related records regarding 
presentanon of proposals for collecnon of mtelh-
zence not develo~mto collectIon requirements 

correspondence and related records regardmg 
mdividual case development and explottanon re-
lated to special project or case file 

records reflecnng acnvmes of collection teams that 
monitor the development of devices and equip-
ment from the standoomt of mtelhzence needs 

record on persons for whom the AF has responsi-
bihty 

DIA manuals, mstrucnons, and guidance letters 

accumulated at all AF acnvmes and listed m AFR 
(}-4 

record sets of AF 200-senes manuals contammg 
AF-produced photographic interpretation keys 

(PIKs) 

AF standard intelhgence publications not contam-
mlZ PIKs 

HQ USAF mtelhgence gwdance numbered letters 

which provide requirements, collecnon guidance 
of a lnmted nature, and specific reporting IDStruC-
nons 

msssion folders contammg electronic intercept and 

anelysis reports, supportmg papers, and assorted 

technical matenals 

master mtercept tapes mamtamed for EOP to pro-
Vide a complete uodated records of mter~ts 

subsidiary punched cards or other mass data 

records used in processing ELINT data 

C 

which are 

at HQ USAF 

at ongmanng elements 

action mformanon sets at 
field collection acnviues 

records recorded on 

microfilm 

mdividual files 

directed to be returned by 

current DIA manuals 

not directed to be returned 
bv current DIA manuals 

at Rome Air Development 
Center 

retamed m conformance 

with CODIBD-75 

at acnvines other than 
rules 14 and 15 

record sets at HQ USAF 

informanon COpies 

on unknown emitters and 
for intercepts ongmated 

by the mdrvidual orgamza-
tIon 

D 

then 

destroy I year after cancelIa-
non or completion. 

destroy 3 years after cancella-
non or comoletIon 

destroy 90 days after cancella-
non or comj! letion 

destroy 2 years after cancella-
tIon 

destroy I year after comple-
non of project case and prepa-
ranon of resultmg mtelhgence 
reports (EXCEPTION 

selected records may be 

retamed mdefirutely as back-
ground for known recurrmg 
ooeranons) 
destroy 2 years after project IS 

completed or cancelled. 

see table 11-1 

destroy when mactivated or 
no longer needed 

request disposinon instrucnons 

from HQ AFiS/lNSA(R) 

destroy when superseded, ob-
solete or no longer needed 

see table 5-1 

retam 5 years after superseded 
or rescmded, retire as perma-
nent. 

destroy when superseded. ob-
solete or no longer needed 

see table 5-1 

retire as permanent 5 years 

after superseded or rescmded 

destroy when superseded or 
rescmded 

destroy after I year 

destroy 4 years from date of 
mterceltt 

destroy when no longer 
neededt
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ITABLE 200-2 CONTINUED 

R A B 

U 

L IT the records are 

E or pertain to consistfng of 

23 

24 blood chits	 reports of lost blood chits 

-
25 mventon ~rts 

26 OPTINT photographic film and pnnts, paper analogs and 

microfilm 

-
27 

28 TELINT	 paper analogs, messages, and reports 

-
29	 magnetic tape 

RADINT over-honzon detectlon~OHD) packed-data tapes...ML 
31	 ARlS packed-data tapes 

-32	 Aerospace Defense Center packed-data tapes 

33 PHOTINT	 filmed test events, data on paper analogs, magnetic 

tapes and photographs 

*34	 mtelhgence debnefs" debriefs, transcnpts, messages, studies, reports, 
and related files on correspondence, maps, charts and other records 

prisoners of war pertammg to the subject matter. Includes all types 

(PWs), combat of storage/recordmg formats, I e., typed, Iumdwnt-
escapees and evaders, ten, electromcally produced or photographed, etc 

peacetime captives, 
mtemees/detamees, 
whether crvihan or 
n:uhtary-

~ *36 

AFR 12-50 

C 

which	 are 

not covered m rule 22 

Apollo Range Instrumen-
tanon Ships (ARIS) 
packed data tapes and film 
stored at AIr Force East-
em Test Range, Patnck 

AFB Flonda 

packed data tapes and film 
retained by Foreign Tech-
nOIORY Division 

at Joint Services Support 
Directorate, AIr Force 

Intelligence Service 
(AFISIlNU) 

at AFHRC 

at AIr Force activmes 
other than rules 34 and 35 

Vol II 30 October 1987 

D 

then 

destroy after 3 years or when 
transcnpnon to computer tape 

has been accornnhshed 

destroy 1 year after release 
from accountabihtv 

destroy when supe_rseded 

degauss/destroy data after an 
annual review An absolute 
mmunum of classical mode 

quality data will be held for 5 
years. 

destroy analogs after an 

annual review An absolute 
mmunum of classical mode 

quality data WIll be held for 2 
years 

degauss tapes after annual 
review An absolute mim-

mum of classical mode quality 

WIll be held for 3 ~ears. 

degauss/destroy after I year 

degauss tapes after annual 
review An absolute rmm-
mum of classical mode quality 

data will be retained 3years. 

degauss tapes after annual 
review An absolute mmi-

mum of classical mode quality 

data WIll be retamed 5 vears 

destroy filmed test events after 
10 years. Duplicate films will 
be destroyed after 5 years 

retain pendmg approval of 
disposition authonty. 
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I TABLE 200-3 I
 
~ I INTELLIGENCE ESfIMATE RECORDS

\~~/ 

R A B C D 
U 

L If the records are 
E or pertain to consisting of which are then 

1 mtelhgence estimates	 data relating to analyses of the mtennons, capa- record sets and suppornng retire as permanent (see note). 
bihnes and vulnerabihnes of nations and areas, records at onginatmg 

developed for use 10 operational planrung officesf--
2 informanon copies destroy when superseded, re-

scmded or no 10DJ1;erneeded. 

3 mtelhgence contnbu- data supportmg an AF contnbunon to the destroy after 5 years or when no 
nons and estunates national or joint estimate longer needed, wlnchever IS 

sooner 

4 firushed mtelhgence	 speciahzed mtelhgence pubhcanons, estimates, record sets and supportmg retire as permanent when re-
reports	 studies, surveys, reports, analyses, evaluanons records at office of prep- scmded, superseded or obsolete 

and appraisals, mcludmg both generaJ and aranon (see note) 
techrucal mtelhgence and mtelhgence con-
cernmg their combat apphcanons

f--
5 informanon copies, mclud- destroy when superseded, re-

109 copies of intelligence scmded or no longer needed 
reports produced by other 
agencies 

6 intelligence reference pnnted or processed matenals, photographs or mformanon copies of fin- retire as permanent, 
records	 maps accumulated at any orgamzanonal level ished mtelhgence reports 

as a reference file or for hbrary Intelligence at ongmatmg actrvity 

research purposes-
7	 at HQ USAF and pro- destroy 5 years after record IS 

duced by other national superseded or rescmded 
mtelligence agencies, DIA, 
urufied and special com-
mands, or by AF acnvines 
for departmental level-

8 at other than HQ USAF	 destroy when superseded, re-
scmded or no lonzer needed 

NOTE: Offer to the National	 Arclnves 10 S-year blocks when latest record IS 25 years old 

ITABLE 200-4 I
 
I INTELLIGENCE POLICY AND PLANNING RECORDS
 

R A B C D 

U 

L If the records are 

E or pertain to consisting of which are then 

1 pohcy directives	 nonstandard pubhcanons and letters that are direc- record sets at HQ USAF retire as permanent 5 years 

uve 10 nature, winch establish pnnciples for all after superseded or rescmded. 
AF intelligence components of urufied and speer-
fied commands, and the USAF INTEL senes-

2 mformanon copies	 destroy when superseded or 
rescmded 

3 plannmg	 HQ USAF plans, directives, commumcattons, and retire as permanent. 
supportmg records relatmg to unplementanon of 
DIA plans and development of AF mtelligence 

reseonsibthnes missions and organization 

4 production planrung	 production surveys and studies, program morutor- renre as permanent (EXCEP-
support	 109, and collecnon planrung data system reports TION destroy case files of 

incident to development and support production source matenaIs 2 years after 
planrung completion of study or sur-

vev) 

5 annexes to JOInt, com- commumcanons and records received from other master sets at ongmatmg see table 28-1 

mand, operations, and Defense agencies, AF components of urufied and headquarters 

- wartime planrung specified commands, and subordinate AF echelons 

( ~, 



396	 AFR 12-50 Vol II 30 October 1987 

ITABLE 2()()-4 CONTINUED 

R A B C D
 
U
 

L If the records are
 

E or pertain to consisting of which are then
 

6	 at HQ USAF for mom- destroy when superseded, ob-
tonng purposes and/or solete, or no longer needed 
coordmanon 

7	 disclosure of rmhtary records of National Military Information DIS- at HQ USAF destroy after \0 years
 
mformation to foreign closure Pohcy Committee (NDPC) wluch an-

governments and m- nounce the National Disclosure Pohcy (NOTC-I),
 
ternational organ- AF representation on the NOPC, approval and
 

izanons denial by the NOPC of requests for exception sur-
veys of foreign governments conducted by NDPC
 
representatives and related papers
t---

8 policies which reflect, substantiate, and Implement at any AF level With dis-
mternanonal or bilateral negotiations, arrange- closure authority 
ments, and agreements on exchange or release of 
classified/unclassified mihtary informanon to for-
eum zovernments and mternattonal orzamzations-

9	 completed control case files on release of records pertinent to disclosure of
 
to foreign governments, foreign nationals, and classified mformation
 
mternational orgamzanons, containmg requests for
 
the records, authonzanons, and Justifications for
 
the release, and related papers
f---

10 pertment to disclosure of destroy after 2 years or when 

unclassified mformatlon no longer needed, wluchever 
IS sooner t---

10.1	 mformanon COpies below
 
major command level per-
tment to disclosure of
 
classified and unclassified
 

mformanon
 

11	 signed receipts for conditions of disclosure, destroy after 6 years
 
records released to and serve as a records of
 
accredited representa- the transfer of accountabil-
nves of foreign ity for classified mforma-
nations (see table non, and as a certificate of
 
205-1, rules 4 agreement on the part of
 
through 4 5 for ex- the recipient government
 
changes under about further handlmg of
 
NATO, SEATO or the mformanon
 
CENTO agreements)
 

U	 contract development documentation of implementauon, contract devel- retire as permanent (EXCEP-
and monitormg	 opment, substantive momtorslup, bids, proposals, TION· destroy drafts and 

brochures, techmcaI guidance, reports, corre- working papers when obso-
spondence, contracts and amendments, fulfillment lete) 
of requirements, studies, and contractor final 
reports of external assistance and contracts and 
agreements With Government agencies and Civilian 

contractors that provide techmcal and SCientific 

contnbutions for mtelhzence efforts 

13 production expends- master files of project or task assignment forms retire as permanent
 
tures authonzanon for commitment and expenditure of
 

intelhgence producaon resources
 r-
14 project or task case files documentmg expenditures 

- of production capablhtles 

15 documenting expenditures destroy after 2 years
 

- mordent to admuustranon
 

16	 routme matters or one-time requests consistmg of
 
reference records, machme tapes, reports,
 
bnefings, records that estabhsh production policy, -
plannmg, or 3lrocedural development
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I TABLE 200-5 I@ I FOREIGN NATIONALS 

R A B C D 
U 

L If the records are 
E or pertain to consisting of which are then 

1 requests for VISits	 requests for authonzanon to VISit AF installations at HQ USAF destroy after 2 years 
and/or mdustnal facihtres, degree of secunty clas-
sification authonzed, letters of authority to VISIt, 
report of VISit, and log bookst--

1.1	 at other than HQ USAF destroy short term VISit 
requests (1-30 days) after 3 

months, destroy long term 

VISit requests (1 month-l 
year) after 1 year 

2 tour folders	 tour letters, biographical sketches, inneranes, and at HQ USAF or
 
pertinent protocol mformanon on foreign nationals MAlCOMs
 
under auspices of OSAF or Chief of Staff, USAF,
 
Inter-American Relations ProlZl'8II1. or MAP
t--

3 forms and 101ZS at HQ USAF destroy after 20 years 

4 country files	 records contammg mformanon on countnes which destroy after 2 years. 
send representatives to VISit AF mstallations 

5 awards	 general orders and correspondence concermng at HQ USAF destroy after 4 years. 
awards or recommendations for awardsI--

at field acnvines destroy after 2 years r-L 
7	 logs at HQ USAF destroy after 20 years 

8 medical treatment	 see table 168-4 

9 accredited attaches	 a roster of service attaches accredited to the AF, record COpies at ongi- destroy after 20 years 
m booklet form, revised quarterly, contammg POSI- nanng offices 
non assignments, local addresses, and basic farmly 

data (used pnman1y for protocol matters)t--
10 informanon COpies destroy when superseded or 

no longer needed 

205. Security. These tables cover records relating to general policies and procedures governmg idennfication, 
classificanon, and safeguardmg classified mformation; reproducmg, disseminating, stonng, and destroying classified 
matter; reportmg and mvestigating losses and other mcidents involving the compromise of classified mformation; in-

vestiganng and cleanng personnel for handling classified Information; protecting classified mformation in the hands of 
US mdustry and m educational research institutions; etc. 

I ITABLE 205-1 

I INFORMATION SECURITY PROGRAM 

R A B C D
 

U
 
L If the records are
 

E or pertain to consisting of which are then
 

1	 ongmal classification master hstmg by title and orgamzanon of officials at HQ AFOSP destroy after 5 years (see note I) 
authonty designated to exercise this authonty r--

2 at other levels	 destroy when superseded, obso-
lete or no longer needed

'--

3 requests to delete officials from the master mung destroy upon nonfication of com-
[pleted action 

4	 classification evalu- challenges to classification and requests for mandatory destroy after 1 year
 
anons review
 

5 secunty control rec- key Issue logs destroy I month after all entry 

ords spaces are used and replaced by a 
new log, If no longer recurred

'--
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ITABLE 205-1 CONTINUED 

R A B C D 

U 

L If the records are or 
E pertain to consisting of which are then 

6 forms identifying persons responsible for storage fa- destroy when superseded or no 
cihnes or con tamers, recording the opemng, closmg longer needed 
and checking of secunty type equipment, and results 

r- of room or area secuntv mspecnon 

7 authontv to escort or handcarrv classified matenal destroy after I year 

8 emergency plannmg plans which detail procedures and responsibihnes for destroy when superseded or no 

emergency protection, removal, or destruction of longer needed I 

classified 

turbance 

matenal ID case of natural 
or enemy action 

disaster, civil dis- i 
9 secunty mcidents findmgs by an official m determmmg If a compromise, for NATO security destroy after 3 years (see note I) 

probable compromise, madvertant access or secunty mordents 
devtatron has occurred mvolvrng classified mforma-

r- non 

10 for other secunty destroy after 2 years (see note I) 
mcidents 

11 access control records nongovernment hrstoncal researcher certificauon not destroy upon termmanon of 

r- to disclose classified informanon access authontv 

U forms used to certify access to Restncted Data mfor- destroy when superseded, obso-
matron m possession of DOE or federal agencies lete, or no longer needed 

other than NASA, access hsts, authonty to open or 
close alarmed areas and sumlar tvpes of records 

13 Top Secret control Top Secret registers, Its attached receipts and destruc- destroy 5 years after all register 
non certificates page entnes have been made 

r-- inacnve (note I) 

14 access records and cover sheets refiecnng persons destroy 2 years after related Top 

who have access to a particular Top Secret docu- Secret matenal IS destroyed, 
ment, or to whom the informanon has been disclosed • transferred, downgraded, declas-

r- sified or retired 

15 TOD Secret mventones destroy after I year 

16 record suspense re- suspense records for classified matenal requmng a on-loan suspenses destroy after 2 years or give to 

cerpt, and destruction receipt the borrower, wluchever IS apph-

r- certificate file cable (see note I) 

17 normal suspenses destroy upon return of Signed 

r- receJ~t. 

18 receipt for classified matenal, or destruction cernfi- macnve records destroy after 2 years (see note I) 
cates 

19 secunty ternnnanon statements completed when terrnmanng access to spe- at unit of assign-

r- statements cial program matenaI ment 

20 at AFSCO because destroy when member's secunty 

person refused to clearance status IS changed to 
acknowledge de- "IN ADJUDICATION' 

r- bnefinz 

11 statements, including those pertammg to Special pro- m the Umt Person- destroy after 2 years (see note 1) 
gram matenal, completed when mdrviduals are de- nel Records Group 
bnefed upon termmatron of employment or military (upRG) 
service, or contemplated absence from duty or em-

r- ployment for 60 days or more 

11 at unit of assign-
ment for CIVilian 

r- personnel 

13 at AFSCO because destroy when member's secunty 
person refused to clearance status IS changed to 

acknowledge de- "IN ADJUDICATION" 
briefing 

14 secunty classdicatlon record copy of pubhshed editions and changes, forms at the rssumg actrv- destroy after 10 years (see note 

gwdes reflecting approvals, revisions, reissuances, reviews, or ity or office of pn- 2) 

'--
cancellations. and other related records mary responstbrhtv 
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R A B C D 
U 
L If the records are 
E or pertain to consisting of which are then 

2S mformation COpies	 destroy when superseded, obso-
lete, or no longer needed (see 
note 3) 

Ui	 International Pact destruction certificates, receipts, registers, and dis- for COSMIC, destroy 10 years after the ma-
Orgamzation (lPO) closure records at the destroying subregistry COSMIC Top tenal has been destroyed or per-
control records	 Secret A TOMAL, manently transferred to another 

or other IPO Top registry or subregistry (see note 
Secret material 1)f--

1.7	 for NATO Secret, destroy 2 years after the matena! 
NATO Secret has been destroyed or perma-
ATOMAL, NATO nently transferred to another 
Confidential registry or subregistry (see note 
ATOMAL, or 1). 
other IPO Secret or 
Confidential 
matenalf--

28 registers and receipts at control points destroy 2 years after record has 

been destroyed or returned to the 
servicina subrezistrv (see note nf--

29 Central United States Registry (CUSR) approval of destroy I year after disestablish-
establishment or disestabhshment of AIr Force sub- ment of subregistry or control 
registries and records of establishment or disestab- pomt. 
hshment of control pomts under a subregistry 

f--
30 tndividual record receipts in the active accountability destroy when the records 

file descnbed on receipt are being 

destroyed and have been listed on 
certtficate of destruction. 

31 special access program authorization to establish program, reports, reviews at HQ AFOSP and	 destroy 2 years after the program 
records and other related records	 program offices of IS termmated (see note 1) 

pnmary responsi-
blhjyf--

32	 COpies at other destroy after I year 
officesf--

33 program plans and secunty mstructions at program offices destroy 2 years after the program 
of pnmary respon- IS termmated (see note 1). 
slbJlI~f--

34	 COpies at other destroy when superseded, obso-
offices lete or no lonzer neededf--

3S forms used to formally record authonzation for access destroy upon termmanon of 
to SOCClalprogram matenal access 

36 waivers	 authority to deviate or not comply With program re- approved destroy upon expiration date or 
quirements when no lonzer needed.f--

37 disapproved	 destroy upon return of requested 
action 

38 surveys, mspections requests for open, unattended storage of classified approved destroy when obsolete or no 
and program reviews matenal, establishment of pneumatic tube systems, or longer needed. 

authonzanon for central destruction facilitiesf--
39 disapproved destroy upon return of requested 

actionf--
security msoecnons destrov after I vear ~ 

41 mformanon security program reviews	 destroy after I year, or upon 
completion of next comparable 

VISIt. whichever IS later 

42 mformation secunty Agency Information Secunty Program Data Report at HQ AFOSP	 destroy when no longer needed 

reports~ 
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ITABLE 205-1 CONTINUED 

R A 

U 

L If the records are 

E or pertain to consisting of 

B C 

which are then 

D 

43 at other levels destroy after I year 

44	 code words and nick- forms used to account for the assignment or cancella-
names non of code words and nicknames
 

45	 SCientific and techntcal security sponsorship, includmg requests for authonza-
meetmgs non and notifications of meetmzs
 

NOTES 
Retain 10 accumulating office until ehgible for destruction (EXCEPTION On macnvanon, 

2 Retire after the system, program, or project IS terminated or phased out of the inventory 
3. General reference pubhcanons and techmcalzspeciahzed reference matenals will not be 

destroy 2 years after codewords 

or nicknames are cancelled (see 
note I) 

destroy after I year 

see 6, AFR 12-50, volume I, chapter 6)
 

reported on records management reports However,
 
they may be Identified for disposrnon control purposes on AF Forms 80 and 82 at the discretion of the command records management officer 

ITABLE 205-2 I 
ICENSORSHIP I 

R A B 

U 

L If the records are 

E or pertain to consisting of 

1 censorship submission records to prevent transrmssron of mformanon that 
sheet might be useful to an enemy, and to disseminate 

mformanon that might assist the US and Its A1hes 

-
2	 other than rule I 

censorslup action shp shns WIthout extraction~ 
4	 shps WIth extraction 

5 register of censorslup
 

stamo holders
 

6 censorship stamp ac-
countabihty certificate
 

7	 travelers censorslup
 

certificate
 

8 travelers censorship
 
extraction record
 

9 censorslup valuables
 

loz
 

C D 

which are then 

secondary censorship sta- destroy 6 months after Anned 

non copy Forces censorslup has been 

discontinued or after con-
demned communicanons are 
disposed of 

destroy when no longer 
needed as mtelhgence source 

matenal or reports of censor-
ship violanons 

destroy after 6 months 

destroy 6 months after extrac-
nons have been disposed of 

destroy when superseded 

destroy I year after assump-
non of accountabihty by a 
new custodian 

destroy when the article to 
wluch affixed has been 
opened 

destroy I year after Items 
listed have been disposed of 

destroy after 1 year 
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ITABLE 205-3 I0(f, I PERSONNEL INVESTIGATIONS 

R A B C D 
U 

L If the records are 
E or pertain to 

1 reports of mvesnga-
nons 

2 personnel secunty In-

vesngauons 

r---
2.1 

r---
3 

r---
4 

r---
5 

6 cnmmal invesnga-
nons 

r---
7 

8 countenntelhgence 

investigations 

9 loss or compronuse of 
classified matter 

f---
10 

11 Violations of secunty 
directives 

12 mcidents or persons 
not under the control 

- of the Air Force 

13 

consisting of 

reports prepared outside AF 

nonderogatory reports of personnel secunty inves-
ngations conducted by DIS 

reports conducted for local service contractors who 
reqwre only unescorted entry mto restncted areas 

derogatory reports of personnel secunty mvesnganons 

conducted by DIS 

nonderogatory mvesnganve files received from the 
Office of Personnel Management (OPM) 

derogatory reports received from OPM 

reports furrushed commanders other than those m rule 

7 

reports furrushed commanders, consisnng of docu-
ments incorporated in records of legal proceedings 

such as statements affidavits and similar matters 

action COpies of invesnganons mcorporated With 

reports sent to commanders 

other COpies of mvestiganons forwarded WIth reports 

descnbed In rule 9 

reports pertammg to safeguarding of classified mfor-
matron that do not mvolve a subjection to com pro-
mise considerauon 

reports sent to commanders other than those m rule 

13 

reports sent to commanders, which are retained m 

intelligence files 

which are 

furrushed AF com-
manders 

at AIr Force Secunty 

Clearance Office 
(AFSCO) 

then 

returned to the AFOSI dis-
tnct or AFOSI activity from 
which received when no 
longer needed 

destroy after review and com-
pletion of clearance or after 
recording the investigative 

data when clearance action IS 
required 

destroy 3 months after con-
tract IS complete or when the 

person for whom It was con-
ducted termmates employ-
men~ whichever IS sooner 

dispose of as prescnbed by 

AFRs 40-732 or 205-32, as 
applicable 

destroy after the results have 

been recorded as reqwred by 
AFR 205-32 

destroy on ultimate disposttion 
of the case, employee's sepa-
ration from the AF or transfer 
to another federal azencv 

dispose of as provided m 
AFRs 40-732 or 205-32, as 

applicable, or destroy on ulti-
mate disposmon of the case If 
action IS not taken under these 

rezulanons 

dispose of according to dispo-
smon instructions of the legal 
actions Involved. 

dispose of as provided In 

AFRs 40-732 or 205-32, as 
applicable, when action IS 

taken under these regulations 

destroy 2 years after date of 
last action taken by final re-
vrewma authontv 

destroy 1 year after date of 
last action taken, provided 
such COpies have not been 

utilized m processing cases 
under AFRs 40-732 or 
205-32 

destroy I year after last action 
taken 

destroy on disposition of the 
case 

dispose of according to dis po-
sinon Instructions of the mtel-
hzence files 
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ITABLE 205-3 CONTINUED 

R A B
 

U
 

L If the record are
 

E or pertain to consISting of
 

secunty case files	 complete case files-1L-
duplicate case files other	 than those m rule [4..!L-

16	 record of action taken on cases adjudicated under 
AFRs 205-32 and 40-732, transcnpts of proceed-
mgs, WIth exhibits, and memoranda, WIth official 
instruments reflecnnz final decisions 

16.1	 secunty case history index cards grvmg summary of security cases 

record card 

17 unknown subjects in- reports of mvesnganons, wherein names of sub-
vesnganons	 jects are unknown, conducted by AFOSI and for-

warded to commanders for review and action 

18 presidennal support mvesnganve reports, nommatmg correspondence, 
normnanons	 evaluations, summanes, medical reports, state-

ments and recommendations, Including copies of 
such record at elements in the nommanon process-

19 

-
20 

21	 presidential support [etters of notification of selection for assignment
 
assignment to presidential support duties
 

-
22 

-
23	 quarterly roster of personnel assigned to presiden-

tial support duties 

I ITABLE 205-4 

I INDUSfRIAL SECURITY PROGRAM 

R A B 

U 
L If the records are 
E or oertain to consistinlZ of 

1 mdustrial secunty pol- records relating to the 000 mdustnal secunty 

ICY	 program that concern the safeguarding of 
classified information In the hands of bidders and 

contractors 

AFR 12-50 Vol II 30 October 1987 

C	 D 

which are	 then 

at AFSCO	 see table 205-5 

at AFSCO 

destroy after appropnate	 ad-
mimstrative action, such	 as 
Report	 of Survey, Damage 

Property Report, etc,	 IS com-
pleted	 or when a deterrmna-
non IS made that no other 
action	 IS contemplated 

forwarded WIth recorn- destroy upon receipt of nonfi-
mendanons for selection of cation of selectron from
 

the nominee AFSCO
 

nonselected by a nommat- hold until the nommatmg
 

ing element Without for- commander detenrunes that
 
warding the nommanon to an appeal to the nonselection
 
AFSCO WIl[ not be filed, then destroy
 

the mvesuganve report and 

hold the remainmg part of the 
nommanon file for [ year, 
then destroy 

nonselected by AFSCO	 or 
higher review level
 

at MAJCOMs, base destroy upon notification of
 
Chiefs, Secunty Police and termmanon of duties or
 
units of assumment assumment
 

at AFSCO	 destroy after 5 years or upon
 

reassignment, whichever IS
 

later
 

at AFSCO, MAJCOMs, destroy when superseded 
base Chiefs, Secunty Po-
lice, and units of as-
s!gnIltent 

C	 D 

which are	 then 

established by 000	 In instances where revocation of 
indrvidual or facility clearance has 

been recommended to the DIS cog-
ruzant secunty office, COpies of the 

pertinent forms that are incorporated 
with records of these actions are 
disposed of after notification by DIS 

cognizant secunty office that all 
action has been accomplished 
DIsposition of-all other records are 
prescnbed In the followrnz rules 
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I TABLE 205-4 CONTINUED I 
R A B C D 
U 

L If the records are 

E or pertain to consISting of which are then 

2 secunty agreements the secunty agreement used by the com- ongmals send to DIS COgnizant secunty 
mander having secunty supervisicn of a office 
contractor to comply with the DoD indus-

t-- tnal security manual 

3 COpies destroy 3 months after the secunty 
agreement IS terminated 

4 facilmes secunty clear- data used to perform surveys in exammmg a ongmals send to DIS cogmzant secunty 
ance surveys contractor to determme whether he IS capa- office 

ble of properly safeguarding classified mfor-

t-- mation 

5 COpies destroy 3 months after the secunty 
agreement IS terminated 

6 industnal secunty In- mspections to determme whether contrac- destroy 1 year after new Inspection IS 
specnon report tors are providing proper protection for performed, or when no longer 

classified matenal according to the mdus- needed, whichever IS later 
tnal secunrv manual and their contracts 

7 contract secunty classi- the secunty classification assigned to van- COpies destroy when superseded, or when 
ficanon specifications ous elements (information records, matenal, related contract IS termmated. 

t-- etc) of pnme and subcontractor 

8 COpies Incorporated With destroy according to disposition In-
contract records strucnons for the contracts 

9 secunty of classified records relating to the mspection and Its destroy 1 year after new inspection IS 

information case files followup to Insure the adequacy of secunty performed, or when no longer 
nracnces withm contractor facilities needed whichever IS later 

10 central index file re- data used to obtain secunty clearance status destroy 6 months after completion of 
QUests of contractor personnel from DIS assignment 

11 mdustnal defense rec- see table 78-3 

ords 

I ITABLE 205-5 

I PERSONNEL SECURITY PROGRAM 

R A B C D 

U 
L If the records are 
E or pertain to consisnng of which are then 

1 personnel secunty	 records of personnel secunty mvesnganon and at base secunty pohce destroy 2 years after mdrvid-
clearance and access clearance	 ual has been separated from 

active duty or has termmated 

civihan em~IQymentt--
2 In the Umt Personnel Record see table 35-1, rule 1 1 

Groun (uPRG)-
3	 emergency or special access certificates or at units of assignments or ISSU- destroy upon termmanon of 

documents and related correspondence mg authorrties access-
In a special secuntv file see rules 23 throuah 25-L 

5 111mted access authonzanons and related corre- at umts of assignment or base return to ISSUing authority 

spondence secunty police when access authonzation IS 
Withdrawn or expiresr--

6 at issuing authonnes	 destroy 2 years after hmited 
access IS terminated 

7	 personnel secunty In- unit requests for mvesngation, clearance or un- destroy when no longer 
vestiganon requests escorted entrv neededt--

8 request to DIS for an mvesngation, venfication destroy upon receipt of inves-
of pnor mvesnganon and tracers tiganon report or response to 

QuelY 

9 duty and travel re-	 records requestmg, denying, approving and at base secunty pohce or destroy upon termmation of --- stncnon venfymg duty and travel restricnons CCPO and issumg authortties restncnon 
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ITABLE 205-5 CONTINUED 

R A 

U 

L If the records are 

E or pertain to 

10 

11 personal history state-

- ments 

12 

13	 secunty termmanon 

statements 

*14	 Classified Information 

Nondisclosure Agree-
ments (NdAs)-

*15 

16	 CIVIlian secunty 

documents-
17 

-
--1L-

19 

-
....lL 
.zi.; 

22 

23	 Special secunty files 

(SSP) 

-
~ 

25 

26	 Special security case 

files 

'---
26.1 

'---
27 

28	 secunty case history 

record card 

B 

consisting of 

completed personal history statements, personnel 
secunty questionnarres or comparable forms 

secunty	 termmanon statements 

dutv and travel restncuon correspondence 

clearance certIficates or records of completed in-

vestlg;ltlons 

access certificates or related correspondence 

personal Iustorv statements or similar forms 

any record not covered in rules 16 through 21 

unfavorable personnel secunty mformatron, mves-
ngative reports, correspondence and related 

records 

(RESERVED) 

correspondence forwarding the SSF to AFSCO 

and related records 

complete case files, including case summanes, 
memoranda of final decision correspondence, 
letters of intent to deny or revoke clearance or to 

deny ehgibilrty for assignment to sensitive POSI-
nons, exhibits, and related case records for cases 

adjudicated under AFRs 205-32 and 40-732 

duplicate case files 

index card giving summary of secunty cases 

AFR 12-50 

C 

which are 

m the UPRO 

at base secunty police or 
umts of assignment 

for military personnel 

for CIVIlian personnel 

completed upon termma-
non of employment 

completed upon termma-
non of special access 

at base secunty police 

until decision to close file 

favorably/unfavorably 

at base secunty police 

until final decision IS 

received from AFSCO 

at AFSCO, If not closed 

favorably 

at AFSCO, If closed favor-
ably 

at 10caJ bases until final de-
crsion IS made 

at AFSCO 

Vol II 30 October 1987 

D 

then 

destroy after annotating DD 

Form 214 per AFR 205-32, or 
upon terminanon of restric-
non 

see table 35-1, rule I I 

destroy when employment IS 

termmated 

see table 205-1 

see table 35-1, rule 1. 

retain pending drsposmon 

aooroval 

see table 205-1 

see rule 9 

see rule	 I 

see rules 3 through 6 

see rule 12 

destroy when the record IS no 

longer	 needed or upon ter-
nunation of employment 

destroy after favorable deci-
sion by local commander, or 
send to AFSCO If not closed 
favorably 

destroy upon receipt of final 
decision from AFSCO 

destroy 20 years after final 
decision 

destroy	 I year after final deer-
slOn 

destroy after final decision IS 

received from AFSCO 

destroy 20 years after final 
decision or when no longer 
needed wluchever IS later 
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207. Aerospace Systems Security. These tables cover records relatmg to general policies and procedures governing 
phtlosophy, pnnciples and policy for protection of AF weapons systems, designated support systems, warning, and(~ command/control systems against enemy clandestine operations, attack by hostile groups, and other ground threats 
Also includes aerospace secunty system planning, emergency security procedures, mternal control procedures, re-
stncted areas, facihnes and equipment, nuclear weapon secunty, and secunty standards for mdividual weapon sys-
tems. 

I TABLE 207-1 I
 
I AEROSPACE SYSTEMS SECURITY
 

R A B C D
 
U
 
L If the records are
 

E or pertain to consisting of which are then
 

1 aerospace secunty op- test, survey, and mspecnon reports destroy I year after action 

eranons evaluations completed or after next 10-

specnon wluchever IS later 

1.1 secunty systems intrusion detection system plans, proposals, and at secunty pohce and	 destroy I year after system IS 
authonzanons	 operating acnvmes (see removed from facility. 

note I)-1.2	 contracts, work orders, drawmgs, specifications destroy I year after system IS 
removed from facility, when 

obsolete or no longer needed, 
whichever IS sooner 

2	 secunty system per- reports on mtrusion detection alarm system per- at MAJCOMs retire as permanent (see note 

formance data formance 2) 

3 below MAJCOMs destrov after I vear 

4 records of visitors requests for VISIts to restncted areas destroy 3 months after com-. pletion of the VISIt(S) 

5 authonzanon for contractors to V1Slt10 connection destroy I month after termma-
I~ WIth classified matters non of authonzanon 

6 aerospace secunty plan master plan destroy I year after bemg su-
(OPLAN 207( » ~erseded-

7 other than master plan destroy when superseded 

8 apphcanon for aenal records regarding granting hcenses to foreign destroy after 3 months 

photographic hcense nationals to take aenal photographs, resulting in 

favorable mformanon 

9 resultmg in unfavorable mforrnanon destr03 after 2 years 

10 restncted area idennfi- see table 30-2 

cation credentials 

11 secunty devianons approved deviations from secunty cntena con- destroy when urut and/or m-
tamed in AFR 207-senes directives and related stallation IS mactivated or 
correspondence when reason for waiver no 

longer exists, whichever IS 
sooner 

12 expired devianons destroy I month after expira-
non date or on cancellation of 
waiver whichever IS sooner 

13 disapproved deviations destroy I month after final 
action of approving authon~ 

14 idennficanon codes srgn/countersign and duress lists destroy when superseded or 
compromised 

·15 nuclear weapons move- hstmgs of nuclear weapons convoy movements destroy after I year 
ment off-base and related records 

NOTES 
I CIVIl engmeenng, budget and procurement activities rnamtam records relating to mtrusion detection equipment (IDE) systems m the appropnate 

senes for their functional area 
2 Offer records to the National Archives m 5-year blocks when latest record IS 25 years old l 
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ITABLE 207-2 I 
IMISSILE SECURITY RECORDS t 

R A B C D
 

U
 

L H the records are
 

E or pertain to consisting of which are then
 

1 secunty dispatch predispatch notification used to notify key and code con- destroy after 3 months or
 
trol center of requirement for a dispatch when no longer needed,
 

whichever IS later
-
2	 approved dispatch notificanon used to notify fbght secu- destroy after I month
 

nty control and missile combat crews of an approved
 

dispatch
,....-
3 dispatch records used to manage dispatch of secunty destroy after I year 

escorts and camper alert team members 

-L secunty message log alarm situations used to record secuntv alert messages destroy after 3 months 

5 helpmg hand and covered wagon reports used to record see table 125-1 
uochanneled reports 

6 secunty response fbght time-distance response matrix winch are specific destroy after I year 
response criteria for alarms 

7 key and code control registers, and matenal handlmg records used to ISSUe, see table 100-1 
transfer, and destroy National Secunty Agency one-time 

code tables 

8 physical exammations mmuteman camper IDSpectIOnS used to record dis- destroy after I year 
crepancies of self-contamed urut 

208. Antiterrorism. Tlus table covers records related to policies and procedures designed to reduce the vulnerability 
of USAF personnel, mstallanons, and other resources to terrorist attacks; awareness programs to alert USAF 
members to the terronst threat; and training in defensive measures intended to mmimize the likehhood of their being • 
victmnzed. • 

ITABLE 208-1 I 
I ANTITERRORISM RECORDS
 

R A B C D
 

U
 

L H the records are
 

E or pertain to consisting of which are then
 

1 annterronsm services	 reports and correspondence related to development of at HQ USAF/lGT destroy after 2 years or when
 
annterronsm programs for US Government agencies, no longer needed, whichever
 
DOD/uSAF Commanders IS later
 ~ 

2	 at other HQ USAF destroy after I year or when
 
offices and com- no longer needed, wlnchever
 
mands IS later
 

3 annterronsm bnef-	 reports of antiterrcnsm bnefings/traimng related to the at HQ USAF/lGT destroy after 2 years or when 
ings/trammg	 terronst threat at a particular area and general threat m no longer needed, wlnchever 

large overseas areas, mcludmg techruques that can be IS later 
employed to counter the threat~ 

4	 at other HQ USAF destroy after 3 months or
 
offices and com- when no longer needed.
 
mands whichever IS later
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210. Historical Data and Properties. These tables cover records relating to general policies and procedures gov-
erning development of historical data and special historical studies as a guide for AF action; establishment and main-
tenance of museums; and acquisition and disposinon of and accountability for histoncal properties. 

ITABLE 210-1 I
 
ImsrORlCAL PROGRAM RECORDS (see note 1) .
 

R A B C D
 
U
 
L If the records
 

E are or pertain to consisting of which are then
 

1	 periodic 00- records prepared or collected by Iustoncal ongma! narrative and one set of support- renre as permanent on macti-
tones and occa- officers and Iustonans under the AIr Force mg records. COpies of medical and HQ vation If they have not or WIll 
SIOna! mono- hrstorical program USAF staff office lnstones mamtamed by not be microfilmed. If micro-
graphs. studies. HQ Umted States AIr Force Histortcal filmed, see notes 2 and 3 
and reports Research Center (USAFHRC)-

2	 original medical histories mamtamed by
 

HOUSAF/SG
,.....-
3 copies or microfilm mamtamed by the destroy on inacnvanon of the 

ongmatmg unit umt, If microfilmed, see notes 

24and6.-
4	 COpies retamed by ongmatmg HQ destroy when no longer
 

USAF staff office down to and mcludmg needed.
 
directorate (or comparable) level
 r---

5	 COpies received by intermediate head-
quarters from lower echelons and re-

tamed for research and reference
 

6	 source docu- subsidiary (or feeder) reports prepared at COpies prepared and retained by a lower retire as permanent on macn-
ments	 the request of a higher orgamzanon or a unit (mcludmg those prepared by a squa- vanon of the unit,
 

spectal activtty for use in prepanng a Iustor- dron at the request of Its parent wmg)
 
ical report and not submrtted to HQ
 

USAFHRC
 
!--

7 COpies prepared and retamed by an ele- destroy when no longer 
ment of a unit, by a staff office of a head- needed. or after 2 years, 
quarters at major command or lower whichever IS sooner 
level. or by a staff office of HQ USAF 
below directorate levelI---

8	 at the unit or HQ USAF staff office at destroy when no longer
 
directorate or above level for which the needed.
 
reports were prepared


I---
9 COpies received and retamed for research 

and reference by the orgamzanon 
recuesnnz the report 

10	 Iustoncal re- special collections of policy directives, staff collected and mamtamed by Iustonans at destroy paper or mrcrofilm
 

search and ref- studies. correspondence. and other commu- HQ USAFIHQ USAFHRC/MAJ- when superseded. obsolete, or
 
erence mcanons of exceptional unportance, tran- COMs/major subordinate commands, on macnvanon of the unit,
 

scnpts of interviews, JOurnals. dianes; mm- wmgs and mdependent squadrons for whichever IS sooner (EXCEP-
utes of Important meetings or conferences; research documentation, or Citation m TIONS' If microfilmed, see 

maps. charts. and stansncal or other com- the preparation of periodic histcnes, note 2. If inacnvated, see note 
pilanons, prepared by or required by the occasional monographs. studies. and 5) 
Iustoncal activity and mamtamed for re- reports for the purpose of connnued 00-
search and reference toncal reference 

NOTES. 
I HQ Umted States AIr Force Historical Research Center (USAFHRC) IS the office of record for all narrative histories, monographs. studies. and 

reports. and their supportmg records submitted by AF acnvrties accordmg to AFR 21G-I 
2. If microfllmed, destroy paper records after I year or when no longer needed. whichever IS later. provided microfilm has been inspected and 
found acceptable. 
3 Retire ongmal camera master silver negative. and first positive silver pnnt therefrom. to the National Archives, Washington. DC 20408. 6 

months after microfilm has been accepted 
4 Upon macnvatron of the unit, all histories, monographs. studies. and reports mamtamed on microfilm Will be sent to HQ United States Air 
Force Histortcal Research Centet/Tlf, Maxwell AFB AL 36112 
5 Upon macnvanon of AFCON groups. wings, and higher level organizations. and AFCON or MAl CON units that operated bases or Air Force 

stations. all histoncal research and reference records. mcludmg microfilm, Will be sent to HQ Umted States Air Force Historical Research 
CenterlTII for screenmg and final disposmon 
6 At the discretion of the MAlCOM/SOA records management officers. paper copies may be transferred to the gammg umts 
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ITABLE 210-2 I 
IMUSEUM PROGRAM RECORDS 

R A B C \ D
 

U
 
L If the records are or
 
E pertain to consisting of which are then
 

-I general authonty	 basic delegations of authonty to establish museums, at HQ USAF and retire as permanent (note)
 
develop policies, procedures, and methods to mamtam Uruted States Air
 
and promote Its assigned D1155lon,and conduct all Force Museum
 

phases of the AF museum program (uSAFM)

t---
-1.1 at MAlCOM and retam pending approval of 

subordinate commands	 disposition authontyt---
'-1.2 at the museums 

2 liaison data	 correspondence, photographs, brochures, and other destroy when no longer
 
types of pnnted matter used to reflect techrucal and needed.
 
nontechrucal assistance provided contemporanes of
 
museums sumlarly engaged In the estabhshment and
 

promotion of aeronautical historv
 

-3 museum operation correspondence and related data in support of retain pending approval of
 
data management, operation and admmistranon of muse- disposmon authonty
 

urns and their oredecessors
 

-3.1	 monographs, studies, record set of monographs, histoncal studies, photo- at the USAFM and retam pending approval of
 
ph otozranhs IO"aphs and other related hisroncal data other museums dISPOSitiOn authority
 

4 htstoncal property	 proffers of gift; acceptance letters, Item record cards, destroy 20 years after prop-
loan, disposal, and transfer vouchers, directly related erty leaves AF Inventory, and 

correspondence, and other records evidencmg the all legal settlements have been 

establishment and rehef of property responsibility, finahzed 

which are the only authorized record of museum his-
toncal nronertv Inventory 

5 lustorical property	 correspondence, photographs, brochures, and other transfer activated record to 

source data	 types of pnnted matter which provide the basts to the lustoncal property records 

negotiate for lnstoncal objects of srgmficance and (rule 4) files. 
Importance to the exhibits program of museumst---

6 remaining records destroy when no longer 
other than rule 5	 needed 

-7	 Report of USAF HIS- record of all histories Item of all types (RCS SAF- at USAFM retam pending approval of
 
tonc Property PAQA)8001) In museums disposinon authonty
t---

-8 at other than USAFM 

NOTE Offer to the National	 Archives In 5 year blocks when the most recent records pertain to museums that have been closed for 5 years. 

211. Personal Affairs. This table covers records pertaming to family services and matters of personal concern to 
servicemen, such as emergency financial assistance, insurance, voting assistance, airmen's deposits, separation coun-
seling and processing. 

I TABLE 211-1 I 
IPERSONAL AFFAIRS RECORDS 

R A B C D
 
U
 

L If the records are
 
E or pertain to consisting of which are then
 

-I f8Dl11yservices pro-	 case histories used to record a summary of destroy when no longer needed. 
gram	 the type of assistance requested, who
 

requested It, facts relative to the case, assist-
ance rendered, and any Special problems
 

Involved
I--
-2 trammg and expenence records of volunteers destroy 2 years after separation of 

used by members of the Committee of volunteer (see note) 
Admirustranon to record volunteer trammg, 
exoenence and awards -

I----
advisory council meeting mmutes at irutratmg activmes destroy after I year~ 
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ITABLE 211-1 CONTINUED I 
R A B C D 
U 
L U the records are 
E or pertain to CODSl5nug of which are then 

"4 at MAlCOMs destroy after 2 years or when no 

r--- longer needed wluchever 15 sooner 

5 records not covered in rules 1, 2, 3, and 4	 destroy after 2 years (EXCEP-
TION: at HQ USAF they may be 
destroyed when no longer needed) 

6 solrcuanon case files	 leiters of accreditanon, apphcations, state- destroy after I year
 
ments of understanding, valid licenses,
 
leiters of authonzanon, sales reports, opera-
nonal records, records of violations and
 

suspensions accumulated in connection WIth
 
the conduct of commercial transactions
 
WIth AF members at AF IDStaIIal10ns
 

7 passports and VISaS	 authonzanons to apply for no-fee passports see table 3(}-2, rule 17
 
and/or requests for VISaSand related corre-

MlQndence
r--
semiannual reports of passport annhcanons	 see table 3(}-2 rule 18r--1=.!.-

7.2	 receipts and related correspondence for the at MAC acnvines see table 3(}-2, rule 19
 

ISSuance of oassoons
 

8 marnage	 apphcanons for marnage between AF per- destroy 1 year after apphcauon IS 

sonnel and foreign nationals, and related approved or disapproved (EXCEP-
correspondence TION copy retained by approvmg 

authonty may be destroyed when no 
longer needed) 

9 vonng assistance data	 correspondence and pubhcanons accumu- destroy after next election
 
lated in connection WIth the admmistratron
 

of the Federal VotmgAsslstance Act
 

10	 servicemen's group hfe case files on deceased, separated or retired destroy after I year
 
Insurance oersonnel
 

11 recruitment for CIVIlIan rosters and related correspondence at HQ USAF and
 

police MAlCOMs
 r--
12 at other than HQ USAF destroy 90 days after submission of 

and MAlCOMs quarterlv report 

13 postservice employ- destroy after I year. 
ment counsehna
 

14 National Urban League
 
veterans affairs
 

15	 survivor benefit plan copies of SBP election nonficanon to at imuanng acnvines destroy after I year
 
(SBP) soouse and other related records
 

"16 fanuIy data records	 fanuly data records used to establish con- destroy when no longer needed
 
tact WIth dependents whose sponsors are
 

away adrvismg other FanuIy Services
 

offices at other AF mstallations should
 
dependents move to a new area, and pro-

VIde general information about newly
 

amved deoendents
~ 
"17	 SIgned receipts for Items loaned out from destroy upon return of lendmg Items 

lending closet or when no longer needed-·18	 record of hours accrued by volunteers dur- retained by the volunteer on an
 

1n2 a zrven month and year mdefirute basis
 

NOTE Accumulating offices may retain until eligible for disposal, provided addittonal tiling equipment IS not required, 
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213. Education Services Program. This table covers records pertaining to unplementation of the AF Education Serv-
ices Program through educational guidance, promotion of the Community College of the Air Force (CCAF), Exten-
sion Course Institute (ECI) participation, and Defense Activity for Non- Traditional Education Support (DANTES) 
opportunities. 

ITABLE 213-1 I 
I EDUCATION SERVICES PROGRAM 

R A B C D 
U 

L H the records are 
E or pertain to coDBisting of which are then 

i mdrvidual's educational forms, supportmg records for entries of completed	 send to CBPO records custo-
level and progress	 courses of study, transcnpts or photostatic COpies dian for disposition per AFR 

of high school and college credits, and unofficial 35-44 (see table 35-1, rules I 
COpies of DANTES and other test reports winch and I I). 
are a chromcIe of educational level and nroeress 

2	 requests for rumen forms and other records at base education offices destroy 2 years after: tumon 

assistance With appropnate school has been paid to insutuuon, or 
contract invoices	 waiver of reunbursement or 

payment to AF has occurred, 
or final grade has been re-
corded ID Individual Record 

Education Services Program 

form, whichever IS applicable 

3 records supporting con-
sohdatma zrade sheets
 

4 cases of noncomplIance
 
or failure
 

5 DANTES	 apphcanons for tests, testing activity and mven- destroy after 2 years.
 
tory reports, and similar forms, winch are mforma-
nonal COpies of forms supportive of DANTES
 

actlVltles
 

6 Education Services forms and supporting records at HQ USAFIMAJCOMs destroy after 5 years or when
 

Program Report or base education offices no longer needed, whichever
 
IS later
 

7 memorandum of under- agreements and changes thereto at MAlCOMs or base edu- destroy 2 years after termma-
standing cation offices non or cancellation of msntu-

tional program
 

8 education records not applications and related records prescnbed by destroy when no longer
 
covered above	 AFR 213-1 such as Bootstrap apphcations, not needed.
 

reqwred to be filed 10 the personnel record groups
 
oer AFR 35-44
 

214. Dependents' Education. This table covers records pertaimng to plannmg, supervising, and conducting depend-
ents' schools and educational systems and programs. 

ITABLE 214-1 I 
I DEPENDENTS' SCHOOL RECORDS
 

R A B C D
 
U
 
L H the records are
 
E or pertain to consisting of which are then
 

1 histoncal program	 operating policies, cumcula, teaclnng methods, and retire as permanent
 
similar records
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ITABLE 214-1 CONTINUED I 
R A B C D 

U 
L If the records are 

E or pertain to consisting of which are then 

2 adrmmstranon records pertauung to Internal admimstranon, not covered mother destroy after 3 years 
school events, athletics, honor students, parent- tables, e g , supply 
teacher and other organizanons, teachers notices, 
student transportation, civilian employees pay, 
leave, attendance, travel, and other personnel 
matters (except employee record cards), term reo 

ports; cost accounting, lost textbooks, requests to 
supporting commander for matenals, repairs and 
sunnhes 

3 class register books mdivtdual teachers records of dally, weekly, 
and daily attendance semester, and yearly scholasttc marks and aver-
registers ages attendance and dates of WIthdrawals 

4 absence, tardiness, and dally records of absentees, tardy slips, transfer hall passes destroy at end of each day 

passes slips nottfymg teachers of new assignments; 
notices of change, apphcattons for perrmssion to 

- be absent; pass slips, and comparable records 

5 absentee reports destroy after 60 days or when 

no longer needed, whichever 

'--- IS sooner 

6 class reentry permits destroy at end of school year 
or when no longer needed, 

,...--- whichever IS sooner 

7 not covered m rules 4, 5, destroy after I year 
and 6 

8 attendance and periodic stansncal, monthly enrollment, and other 
strength reports reoorts which are teachers reports to nnncmals 

9 secondary school class reports compiled from class register books and are 

reports source records from which mdividual student per-
manent records IS prepared and/or extracted on 
request 

10 enrollment data apphcanon for enrollment of tumon student, destroy I year after gradua-
course preference SIgned by parent, admission non, WIthdrawal, transfer, or 
card transfer card drop card and smular records death of student 

11 mdrvidual student per- a cumulattve records of standardIzed achievement, completed on graduation hold at the school for 5 years 

manent record and mental abihty tests, yearly grade average, attend- or WIthdrawal of student, after graduation, WIthdrawal, 
transcnpt (grades 9 ance, and smnlar informanon maintained for the and copies of transcnpts transfer, or death of student, 
through 12) indivrdual student furmshed secondary then retire to WNRC for dIS· 

schools, colleges, and posal after 70 addmonal years. 
prospective employers EXCEPTION On macuva-
upon special request non of school, transfer to DIS· 

tnct Office where they will be 

held until end of 5-year reten-
non penod and then retired 
for remammJ;t 70 years), 

11.1 mdrvidual student transferred at the request destroy I year after gradua-
record (grades kinder- of the student's new prm- non, departure from com-
garten through 8) cipal mand, WIthdrawal from 

school, or death, whichever IS 
sooner 

12 student personnel rec- health data, absence reports and correspondence 

ord WIth parents regardmg absence; records of 
achievements and aptitude tests, notes on actlvlJ 

ties, hobbles, and special interests, miscellaneous 
mformanon used by student counselors 

f 
, I 
./ 
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ITABLE 214-1 CONTINUED 

R 
U 

L 
E 

A 

If the records 
or pertain to 

are 
consisting of 

B 

13 reports to parents scholastic grades, 
of promotion 

personaiJty 

or failure 

traits, and cernficates 

14 (RESERVED~ 

15 Section SIX schools registers, elementary school cumulative record 

cards, and other records 

16	 accountmg of disclo- records indicatmg (I) the parties who have 
sures of personally requested or obtained the mformation and (2) the 

Identifiable mfor- leginmate interests these parties had 10 requesting or 
matron (General Edu- obtairung the mformatron (does not apply to disclo-
cation Provisions Act) sure to a parent of a student or an eligible student, 

disclosures pursuant to the written consent of a 

parent of a student or an ehgrble student when the 

consent IS specific as to the participants to whom 

the disclosures are to be made, disclosures to school 
officials or disclosures of directorv mformanon) 

215. Morale, Welfare, and Recreation (MWR). These tables cover 
ities. 

ITABLE 215-1 I 
I MORALE WELFARE AND RECREATION 

R A B 

U 

L If the records are 

E or pertain to coDSJStingof 

1 morale, welfare and studies, directives and analyses reflecting orgaruza-
recreation programs non of programs, and conduct and result of pro-

gram acnvmes 

2	 support for religrous, supply records, fund budgets (see note 1) 
morale, welfare and 

recreation facilities 

and acnvmes 

3 photography contests photo entnes 10 four groups 

4 recreation programs records concerrung sports, motion pictures, service 

clubs and entertainment, youth acnvines, special 
interest groups, and similar actrvines of appropn-
ated fund acnvines not covered elsewhere 

5 professional entertam- locator cards for professional entertainers of for-
ers eign nationahty performmg in oversea military 

establishments 

6 tnenmal survey and base survey results and plans for future develop-
nnormzanon ment of morale welfare and recreation orozrams 

6.1	 Morale, Welfare and annual base level plans for current and future 

Recreation (MWR) MWR programs ..,Program Plan 

7 MWR facihnes pro- faculties hsting that portrays faculty data to MWR 

- gramrmng list report managers 

8	 key punch cards used to update or provide new 
facihty mformanon 

'--

AFR 12-50 Vol II 30 October 1987 

C	 D 

which	 are then 

give to parents at end of 
school year, on transfer of stu-
dent, or on departure from 
command 

school retarns, on discontm-
uance of school, transfer to 
department of education of 
state m which school IS lo-
cated 

hold WIth specific student 
records to wluch they pertain 
for the life of those records, 
or for 5 years, whichever IS 

longer, and dispose of 10 

accordance with apphcable 
rules 

records pertaining to MWR programs and facil-

C	 0 

which	 are then 

retire as permanent (see note 

2) 

destroy after 1 year. 

destroy after 2 years or when 

no longer needed, wluchever 
IS sooner 

destroy on macnvanon of 
activity 

at bases	 destroy after 6 years 

destroy after 4 years. 

destroy when new hst IS 

received 

destroy cards when necessary 

mformanon has been entered 

into the ~stem 
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ITABLE 215-1 I 
R A B C 

U 
L If the records are 

E or pertain to consisting of which are 

9 correspondence and related data which provide 

mstructrons or facihtv information 

*10 logisncs support a variety of records pertammg to the logisncs sup-
records port of MWR facihnes and acavrnes 

NOTES 
Retain property reqursmons and property disposal records unit inactivation per AFM 67-1 

2 Offer to the National Archives In S-year blocks when latest record IS 25 years old 

ITABLE 215-2 I 
I AERO CLUB RECORDS 

R A B C 

U 

L If the records are or 
E pertain to consisting of which are 

1 meetings	 minutes of safety, Board of Governors, standardization 

and general membership and others used for safety, 
organizational and operational requirements 

2	 pilot information file Important flymg safety information for pilots necessary 

(volume In to Improve the aero club safety program 

3 aero club memberslup and	 membership apphcanons (AF Form 1710), official ord-
training folder	 ers (Reserve and Guard personnel), standardized 

answer sheets, pilot check-out records (AF Form 
1584), and other data required by club manager used 

for membership, admmistranve and standardization 

purposes 

4 FAA trammg records	 records required by the FAA which reflect the parnci-
panon and accomphshment of students enrolled In an 
FAA approved course 

5 mdividual V A train-	 all records required by the V A which reflect the parti-
mg/ cernfication	 cipation, training and accomphshments of each student 

enrolled In a V A approved course used to certify the 

training of each student and certification of payments 
by the VA 

6 daily aircraft operational reports of flight and aircraft usage, and servicmg 

forms which are used for daily aircraft operation, discrepan-
cies, repair, usage and servicing 

7 aircraft records and airframe and engine log books, certificates of regis-
maintenance records tranon, arr worthiness, and associated records required 

by FAA 

8 covenant not to sue and AF Form 1585, Covenants and Indemruty Agreements 

Indemmty aareements 

9 aero club personnel serv- contracts used to obtain aero club flIght Instructors, 
ICes contracts mechanics and sunervisors of ftYlnlZ 

10 aircraft lease agreements contracts used to lease aero club aircraft 

11 reports and records, gen- not covered elsewhere In this table 

eral correspondence 

D 

then 

destroy after I year or when 
superseded 

see appropnate functional 
table and rule to which the 
records belong_ 

D 

then 

destroy after 2 years 

destroy after I year, or as 

safety information Item 

directs 

release to the individual mem-
ber on transfer or termmanon 
of membership, provided the 

member's account IS cleared, 
or destroy records not re-
quested by such members 
after I year 

(see	 note I) 

(see	 note 2) 

retain on each aircraft, in 

lOO-hour Increments, between 

required inspection cycles 
Records reflecting the last 200 

hours of operation on each 

aircraft are required When 
records exceed the 200-hour 
retention requirements, des-
troy In lOO-hour Increments 

transfer With aircraft or dis-
pose of as required by appro-
jmate FAA directives 

destroy 6 years after penod of 
agreement 

see table 70-1 

destroy after I year 
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ITABLE 215-2 CONTINUED 

R A B C D 

U 
L If the records are or 
E pertain to consisting of which are then 

12 aircraft accident/mcident reports and related records used 10 reportmg and at aero cIubs destroy after 2 years or on 10-

reports mvesnganng aero club aircraft accidenta/mcrdents activanon, whichever IS
 
sooner
 

NOTES 
1 Destroy after 1 year from the date the student graduates from the course to wluch the record pertains, termmates hIS or her enrollment 10 that 
course or transfers to another school, or as otherwise prescnbed by Federal AViation Regulations FAA trammg records wluch are used to sup-
port VA trairung and/or cernficanon of traimng shall be retained 10 accordance with rule 5 
Z Records and accounts pertammg to each penod of traming will be kept mtact and 10 good condinon for a penod of 3 years following termma-
non of enrollment, unless notified by the VA or GAO to keep them for a longer penod of time Include those FAA training records used to sup-
port cernficanon of V A trammg 

I TABLE 215-3 I 
I LIBRARIES I 

R A B C D 
U 
L If the records are or 
E pertain to consisting of wluch are then 

1 hbrary acquismons	 requisrtions, receiving reports. purchase orders. pack- destroy completed orders
 
109 hsts, requests for ISSue or turn-in, and related after 3 years
 
records which are control records accumulated by
 

hbranans for matenals procured from appropnated or
 
nonappropnated funds. or received from any other
 
source
 

2 library disposition	 shipping documents. turn-in slips, schedule of collec- destroy after 3 years 

files	 bODS. inventory adjustment vouchers. and related
 
records which are records of each Item withdrawn
 

from permanent holdIngs of a hbl"lM"Ycollection
 

3 library shelf hsts	 official card hstmgs of reading and reference matena! cards or holdings trans- transfer With collection
 

which are the permanent collection of AF hbranes, ferred as a complete h-

set up 10 accordance With rules of professional hbran- brary collection
 
anslup
---	 cards on dissolved destroy 1 year after dissolu-4
 

hbrarv collections non of librarv
 -
5	 cards on matenal transfer with record. or de-


removed from a collec- stroy after 1 year, whichever
 
tIon IS applicable
 

6 card catalogs author, title. and subject index to permanent holdmgs on transfer of a complete col-
of hbrary collection mamtamed 10 accordance with lection, send with collection. 
rules of professional hbrananslup or destroy on removal from 

or dissolution of collection 

7 (RESERVED) 

8 hbrary loans book cards. reserve cards, overdue notices, and sumlar destroy when expended. 

- records of the charze-out system 

C) requests for ISsue, or turn-in, duphcate shelf list cards, destroy when matena! IS 
bookmarks, and comparable records for hbrary returned. on consohdanon of 
matena!s ISSued to mdividuals and activmes for records, or on other proper 
mdefirute oenods settlement of responsrbrhty 

10 hbrary balance on records contaming total number of Items 10 permanent destroy I year after transfer of 
hand hbrary collections, records of all additions and with- the complete collection or on 

drawals dissolution of hbrarv 

11 reports of audit reports of library control records destroy after 1 year. provided 

any corrective acnon required 
by table 175-2 has been ac-
comphshed 
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I TABLE 215-3 

R 
U 

CONTINUED 

A 

I 
B C D 

L If the records are or 
E pertain to	 coDSistingof which are then 

*u annual and semran-	 stausncs of library holdings and operation retain In the accumulating 
nual library reports	 office for the life of the 

library, destroy upon macnva-
non of the hbrarv 

13 reciprocal library sys- correspondence and related records establishing a at base hbranes and destroy when superseded, ob-
tem records base library as a member of a regional system of morutormg headquar- solete, upon dissolution of 

cooperating hbranes ters agreement, or inactivation of 
base wIuchever IS sooner 

NOTE. Records may be retained In accumulating library offices until eligible for destruction, provided addrtional filing equipment IS not required 

I TABLE 215-4 I 
ICHILD CARE CENTERS (see note 1) 

R A B C D 

U 

L If the records are 
E or pertain to coDSistingof which are then 

1 cIuld care operations	 cards used as a patron registration record, authonzanon at chtId care centers destroy upon reassignment or 
for medical treatment m emergency situanons, identify discharge of sponsor or after 
chtId and sponsor, and to record immumzanons, known penod specified In intergov-
allergies and Special instrucnons: and related records to emmental agreements With 
mclude chtId care food program records under Public state or local agencies desig-
Law 95-627 nated to morutor chtId care 

centers wIuchever IS laterr-
*2	 registers which provide daily record of attendance, col- destroy after 3 years or after 

lection of fees and sign-in/out of patrons, and related penod specified m mtergov-
records (see note 2) emmental agreements with 

state or local agencies author-
ized	 to monitor chtId care 
centers whichever IS later 

NOTES 
I The records covered by this table are not authorized for retirement to a federal records center 
*2. If the chtId care center IS not using a cash register or other prenumbered receipt, a copy of the AF Form 1182 will be made and sent to the 
NAFFMB The AF Form 1182 IS backup to the cash report and IS retamed per table 176-3, rules 18 and 18 I. The ongmal of the AF Form 1182 
IS kept In the chtId care center 

ITABLE 215-5 

CONTROL PROCUREMENT AND SALE OF ALCOHOliC BEVERAGES 

R A B C D 
U 
L	 If the records are 
E or pertain to	 coDSistingof which are then 

1	 establishment of letters and supportmg records used as a basis for estab- destroy 2 years after discon-
alcoholic beverage hshment of an alcoholic beverage function tinuance of outlet, or mstru-
outlet mentaiJtv IS dissolved 

2 management records correspondence, records of purchases and related data destroy after 2 years or when 
used to plan programs no longer needed, wIuchever 

IS applicable 

3 procurement gwdance policy records, guidance, laws, statutes used to deter- destroy when superseded 
records mine procurement procedures 

4 controls on sale/use of letters, messages, operating mstructions, etc destroy when obsolete. super-
alcoholic beverages seded or no longer needed 

5 permits, stamps. taxa- apphcations, forms. correspondence, as reqwred by law destroy upon renewal or re-
tlon placementI 

6 pncmg	 information on pricing, surveys, etc. used to pnce destroy after I year 
alcoholic beverages 

I



416	 AFR 12-50 Vol II 30 October 1987 

ITABLE21~5. CONTINUED 

R A B C D 

U 
L If the records are 

E or pertain to coDsistmg of which are • then 

7 sales shps/purchase register at alcoholic bever- destroy after I year 

f--f-!:=~~~~::!...:~~-+----------------------Iage outlets 
8 sales slip book log	 sales shp book log used to record the ISSue, use and de- destroy I year after last entry 

struction of sales sh 5 

ITABLE 215-6 

IAIR FORCE OPEN MESS PROGRAM 
-R A B C D 
U 

L If the records are or 
E pertain to consisting of which are then 

1 establishment of Air charter With related records destroy 2 years after disconnnu-
Force open mess ance of open mess, or 2 years 

after the mstrumentalIty IS dIS-
solved. 

2 meetmgs mmutes of Nonappropnated Funds Council, advisory destroy 2 years after mmutes of 
CODlD11tteeand general membership meetings meetings no longer apply to or 

Impact on the operation of the 

open mess 

3 membership data or membership apphcanons, rosters. studies or reports used destroy upon transfer of member 
reports foromnrunaororomotlonalourooses or when no longer needed. 

4 trammg programs, handouts, pamphlets, trammg aids, rosters, and related destroy after 2 years, when super-
workshops or sern- matenal seded, or no longer needed, 

- mars whichever IS applicable, 

5 records related to planrung, developing or estabhshmg 
trammg programs or pOl!CY 

6 sanitation and house- reports and related records reqwred to operate food and destroy after 2 years 

f-- keeping beverage eroarams 

7 food service samtation checklist destroy after 90 davs 

8 supphes and equip- forms. letters, lists, requisinons destroy after I year. 
ment 

9 facility mamtenance, work orders, service call logs, AF Form 1391s, project destroy 3 years after fiscal com-
repair, Improvement booklets, letters and related records plenon 
or construction 

10 essential feeding designation of an open mess as an essential feeding facil- destroy 2 years after the open 
Ity With related records mess IS dissolved or when the 

commander rescinds the essential 
feeding facility desrgnanon. 

11 safety bulletms, rosters or VISual aids needed to encourage destroy when obsolete, super-
safety programs seded or no lonzer needed 

U awards program letters, cttauons, certificates, background records for the see table 900-1 
USAF Mentonous Ooen Mess Manazer Award 

13 advertising, promo- posters, calendars, flyers and planmng records destroy after 1 year or when no 
nons, pubhcny, pub- longer needed 
IIc relations 

14 reports of inspection, reports, responses or related correspondence destroy after 4 years or when 
audit or VISit superseded by a later audit/VlSlt/ 

inspection 

15 open mess operatmg pohcy letters, operating mstructions, messages and destroy when superseded. 
connnuitv files related mformation 

16 open mess manage- letters, analyses, studies, and other related data used m destroy after 1 year or when 
ment omnruna the open mess programs superseded 

17 workmg records papers, forms. tapes, scatter sheets and other supporting destroy after 2 years or when no 
records used to develop eohcv or programs longer needed whichever IS later 
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I TABLE 215-6 CONTINUED I 
R A B C D
 
U
 
L If the records are or
 
E pertain to consisting of winch are then
 

18	 open mess guest accounts control COpies wluch reflect on food and bever- destroy after 90 days, provided
 
checks age Items purchased or charged bv member or guest account IS clear
-

...!!... for package hquor sales	 destroy after 180 days . 
20	 kitchen COpy of check destroy when no longer needed. 

I-TABLE 215-7 I 
IGENERAL MEMBERSHIP CLUBS 

R A B C D 
U 

L If the records are 

E or pertain to consisting of which are then 

1 establishment of gen- constitution and by- laws, policy directives, author- destroy 2 years after disconnn-
eral memberslup clubs izations, property rewards, studies, charts, and related uance or 2 years after the 

correspondence mstrumentahty is dissolved (see 
note 1).-

2	 changes to pohcy directives (except published standards destroy when superseded, ob-
direcnves), authonzanons and/or background and sup- solete, or no longer needed.
 
port papers
 

3 minutes of meetings minutes of club, advisory and standing committee meet- destroy 2 years after mmutes no
 
lOgs longer unpact on the operation of
 

the general membership clubs
 

4 mspection reports	 reports. except those 10 rule 5, conducted by command destroy on disconnnuance of a
 
requirements or as directed by higher authority club operation
t--

5 reports made of riding clubs, animals, stalls, arena, etc at ndmg clubs destroy 60 days after mspecnon is 

recorded. 

6	 Frrearma/ammumnon records on sale of ammumtion, mvoices and receipts for at memberslup destroy 2 years after the end of 
transactions	 resale, firearms acquisition and disposinon records, sworn club offices the year bought (see note 2) 

statements and returns receipts for lost. stolen, or moper-
anve firearms and mventorv of weapons 

7	 membership locator member's locator cards and dues records destroy after 2 years or expiration
 
cards and records date of memberslup
 

8	 memberslup club in- annual memberships club report destroy after 1 year
 
formation report (see
 
note 3)
 

NOTES 
1 Published directives are controlled by table 5-1 

2. Admmistranve records required by the Bureau of Alcohol, Tobacco and Firearms (BA TF) regulations will be sent to the regional BA TF within 

30 days after dissolution of the Rod and Gun club 
3 Aero clubs and Open Messes are excluded from tlus report since they are covered by other reports. 

265. Chaplain. TIus table covers records pertaining to the chaplain's functions and religious program, including reli-
gious services, sacraments, and ntes; religious education, leadership, and lectures; use of chapels, facilities, and equip-
ment; and professional records and reports of chaplain activities. 
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ITABLE 265-1 I 
ICHAPLAIN AcnvITIES 

R A B C D
 

U
 

L H the records are
 

E or pertain to consisting of which are then
 

1 chaplam planrung	 and records used 10 planrung, admimstratron and oper- at HQ USAF retire as permanent (see note 
admimstranon	 anon of religious programs, including studies, direc- 2)
 

tives, and analyses refiecnng the orgamzanon of
 
programs, techruques employed to obtam objectives,
 
and results of program acnvines
~ 

1.1	 below HQ USAF destroy after 2 years 

2 chaplain function per- at HQ USAF destroy after 4 years.
 

- sonnel rosters
 

at MAlCOMs destroy after l~ear-L 
4	 at other than HQ destroy upon receipt of next
 

USAF or MAlCOMs one.
-
4.1 other commands' personnel rosters	 at possessing activities 

5 relizious data hstmzs	 at installations 

6 chaolam funds	 see table 176-3 

7 nonchaplam person- certificatrons that CIvilian clergymen or civilian or	 at mstallations destroy on cancellanon of 
nel cernficanons	 mzhtary lay leaders are quahfied and authonzed to certification or terminanon of 

conduct ecclesiastical services, rites, or denomma- dunes, whichever IS sooner 
nonal classes on AF mstallanons 

8 (RESERVED) 

9 attendance mdrvidual class reports destroy when individual IS 

reassigned or Withdraws from 
class or when mformanon has 

been posted to consohdated 

- reports 

(RESERVED)~ 
11	 consohdated reports destroy after 1 year 

U reports chaplain professional and religious facihry unhzanon at HQ USAF destroy after 4 years
 

- reports
 

13 at other than HQ destro y after 2 years 

- USAF 

mdrvidual reports destroy after I year-1i..-
15	 consobdated reports at retire as permanent (see note
 

HQUSAF 2)
-
16	 consohdated reports at destroy after 2 years.
 

other than HQ USAF
 

*16.1	 cernficanon of attendance and olfenngs (AF Form at Installations destroy after 2 years.
 
1423)
 

17	 annual mspecnon of reports and related records see table 123-1.
 
chaplam professional
 
erozram
 

18 chapel choir mustc COpies of mustc purchased and mamtamed for destroy upon inactivanon of
 
and records repeated usage 10 choir programs throughout the the umt (see note I)
 

year
 

19 program records correspondence and other background matenals per- mamtamed to plan destroy when superseded, ob-
tammg to spectal chaplam programs future programs solete or no longer needed for
 

reference
 

20 chapel contmwty file subjects as defined In AFR 265-1	 at MAlCOMs and destroy apphcable Items when
 
installation chaplains superseded or deleted
 

21 chapel records	 records of funerals, marnages and baptisms dated destroy after 50 years
 
from 1949 to 1958
 

N~. • 
1 COpies of music In good repair upon inactivation of the unit should be reported to MAlCOMIHC for possible redistributron to other m-
stallations, 
2. Offer to the Nanonal	 Archives in 5-year blocks when the latest record In the block IS 25 years old 
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300. Data Automation. These tables cover records which relate to automatic data processing, planning, design 
management, procurement and operations functions governed by the 171- and 3QO-series of regulations and manuals. 

ITABLE 306-1 I 
IDATA AUTOMATION PROGRAM RECORDS 

R A B 

U 
L If the records are 
E or pertain to coosisting of 

1 specific data systems	 records defirung the system and Its objectives. 
planrung records	 request to establish the ADS or ADPS. authonz-

ing directives. studies companng present and pro-
posed systems. cost analyses. ADPE requirements, 
tangible benefits. expected savings, pnonty sched-
ules, design plans. equipment resources (these in-

c1ude Data Automation Requirements (DARs). 
Data Processing Directives (DPDs). Data Proc-
essing Plans (DPPs) and economic analyses)-

2 

r--
3 

I---
3.1 

r-- -
3-2	 system development notifications (SDNs) (World-

Wide Military Command and Control System) 

4 system test records	 system test specifications. test runs. machme list-
ings of test date and test resultsI---

5 

I--
5.1	 AF Form 1815. Difficulty Report (DIREP). or 

Similar deficiency or discrepancy reportI---
5-2 

6 program and progress reports on planrung operation of. or operating 

I--- reports ADSI ADPS at their bases 

7 

I---
8 

I---
9 

I---
10 

11 planrung records master plans. feasibility studies With associated 

charts and diagrams. and supporting data such as 
correspondence. studies. reports and any other 
data that reflect on the characteristics of the data 

automation actrvitv 

12 program management development of plans. policy and procedures 

governing the management and operation of the 
ADP program 

13 data elements and AF Forms 247 and supporting records associated 
codes standardization WIth all data standardization programs for ADSI 

ADPS. DD Forms 1625 and supporting records 
on DOD standard data elements and codes. other 
Federal or national agencies standardization 

requests and Justification for data systems 

C 

wbich are 

at HQ USAFI 
MAJCOMs/SOAs 

at ADP uruts 

disapproved systems 

at AFDSDC for configu-
ration management pur-
,,_oses 

an approved system 

a disapproved proposed 

system 

invahd 

valid reports which con-
sntute a systems deficiency 
notification 

at HQ USAF 

consolidated reports at 
MAlCOMs/SOAs 

at major subordinate com-
mands 

at MAJCOMs/SOAs 

at bases 

at HQ USAF and 
MAlCOMs 

at policy determmatron 

levels 

approved requests at 
AFDSDC and approved 

requests for uruque codes 
at MAlCOMs/SOAs 
winch are mamtamed as 

background/research rna-

D 

then 

retire as permanent when 
system IS discontmued. 

destroy 5 years after Inlple-
mentation date. 

destroy 5 years after final 
action. 

destroy when ADPS IS dIS-
continued or totally rede-
Signed (see note 2). 

destroy 1 year after discon-
tmuance of the System 

destroy 1 year after final 
action 

destroy after 6 months. 

destroy after 1 year 

retire as permanent. 

destroy 1 year after the sys-
tem becomes operational 

destroy after consolidated 
report IS oreoared 

destroy after 6 months. 

retire as permanent 

destroy 3 years after data 

element or code IS can-
celled/termmated. 

tenal 

I
 
I
...............-------------------
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I TABLE 300-1 CONTINUED 

R A B C D 

U 
L If the records are 

E or pertain to conslsnng of which are then 

14 copies of approved destroy after 2 years or on 
requests mamtamed by pubhcation of the data ele-
ongmator ments and related features, 

~ wluchever IS sooner 

15 drsapproved requests destroy after 2 months 

16 (RESERVED) 

17 (RESERVED) 

18 computer-shanng re- quarterly reports of ADP service provided to destroy after 3 years 

ports another agency or obtained from a commercial 
source 

19 systems design specifi- records contanung operating procedures for at ADP uruts destroy after final magnetic 
cations for systems for rmplementation of a specific data system, in- tape records produced by sys-
wluch related magnetic eludmg details of computer techruque logic tem have been blanked. 
tape data IS authonzed charts, and mput/output record flow data 

for blanking 

20 systems design specifi- retain WIth the related mag-
cations for systems for netic tape 

which related magnetic 

tape data IS not author-
ized for blanking 

21 summary control state- a narrative and stansncal summary of status and destroy when superseded, ob-
ment nroaress of nnncmal programs and obrecnves solete or no lonzer needed 

22 stansncal data requests forms and related correspondence mmated to approved requests destroy on discontinuance of 
establish or revise stansncal data programs from the program 
an approved data system, providmg ADP 

centers background for the program file, and to 

~ control the work flow 

23 disaonroved reauests destrQyafter 3 months 

24 hardware selection (see agency reqwrements, specifications for hardware, destroy 2 years after specific 
note 1) software, and support capabihnes of vendors of configuration of eqwpment IS 

complete mstallanons or of major penpheral dISContInued 
eqwpment wluch are selection cntena for pro-
curements m the establishment or modificauon of 
an ADP mstallanon 

25 ADPE purchase mformanonal copies of purchase request forms, at HQ USAF destroy after 2 years 
requests purchase approvals/disapprovals and supportmg 

~ data 

26 purchase request forms, purchase approvals/ at procurmg actrvrnes see table 70-1, rules 1 and 2 
dISapprovals and SllllDOrtmg data 

27 ADPE unhzanon and forms or cards that eqwpment operators com- at data processmg mstalla- destroy after 1 year 
mamtenance plete relative to machine use, nonuse or main- nons (DPIs) 

r--- tenance 

1 

27.1 at other than DPIs destroy after 3 years 

28 daily detail cards, mtermediate summary decks, destroy after 3 months. 
~ related maznetic files and machine hsnngs 

29 monthly summary of cost and utihzanon reports, destroy after 3 years 
card decks, magnetic tape files, and machine list-

~ ml!:S 

30 cards, magnetic tapes, and associated machine requiring agency estabhshes 
hstmgs produced m the process of creating disposmon. 
management products from the monthly sum-

- manes 

31 monthly summanes of ADPE cost and utili- at DPIs destroy after 1 year 
zanon report, EDPS by apphcauon and hours of 
use reports, card decks, tape files, and associated -- machine hstmgs 
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ITABLE 306-1 CONTINUED I 
R A B C D 
U 

L H the records are 

E or pertam to consisting of which are then 

32	 at MAJCOMs and inter- destroy after 2 years 
mediate commands

I--
33 at HQ USAF destroy after I year 

34	 ADPE supply re- requirements for cards, paper and magnetic tape 

auirements reels and mventory of ADPE sunnhes 

3S	 ADPE site environ- daily or weekly thermometerlhygrometer
 
ment recordings
 

36	 reutihzanon and dis- records that pertain to the redistnbunon, 
position of excess utihzanon and dISpOSItiOn of ADPE that 
ADPE excess to needs of activity having physical 

session	 of the property
I--
37 

38 ADPE accountabihry	 ADP Equipment Inventory Report (RCS 
HAF-ACD(M)7104) 

I--
39 related records (AF Form 782, Equipment 

destroy after 3 years or 90 
days after the release of the 

system from the US govern-
ment inventory, wluchever IS 

sooner 

re- destroy after 2 years 

IS 
pos-

at acnvmes having physscal see table 68-2. 
possession of the property 

at DPIs 

at other than DPIs 

Order, and DD Form 1155, Delivery Order) 

I--
39.1	 ADP Equipment Inventory Report (RCS
 

HAF-ACD(M)7104) and related records con-
cemmg the management of ADPE (Equipment
 
Custodians, Accountability Certification, Mamte-
nance Azreement etc)
I--

40 contractor's mvoices for rental and other charges at DPIs 

incurred for use of ADPE I--
41 physical inventory and general ledger account 

code (GLAC) reconcihation 

42 ADPE title transfer	 letter of agreement between ADP vendor and
 
AF acnvuy, mdicatmg transfer of title of an Item
 

of government-owned ADPE for a hke Item of
 
contractor-owned ADPE
 

43 hfe cycle records	 one copy of Program Mamtenance Manual,
 
Functional Descnption, Data Requirements
 
Document, Data Base Specifications, System
 

Subsystem Specifications, Program Specifi-
cations, Test and Implementation Plan Test
 
Analysis Report, Operations Implementa-
non/Conversion Documentation, Computer
 
Operation Manual, Operations One-TIme Docu-
mentation, User Implementanon/Conversion
 

Documentation, User Manual, User One-Time
 
Documentation, Development Center User
 
Documentation, prepared In support of each
 

phase within the "hfe cycle" of the ADS and are
 

part of the project folder that provides ADS
 
background mformanon to the development
 
center resnonsrble for the svstem (see note 2t
 

NOTES
 

I Hardware consists of the central processmg umt and all of Its penpheral devices and recording media,
 
2 Records descnbed here should not include records covered by other tables and	 rules (e g , record sets
 

mation	 requirement)
 
3 Records withm the project file may be replaced as It IS superseded or revised, The project file should
 

destroy after preparation of 
next report or when no longer 
needed 

destroy after 2 years follow-
mg the date on wluch the 

equmment IS discontinued 

destroy when no longer 
needed 

destroy	 after 3 years. 

retire as permanent 

destroy when the entire ADS 

IS disconnnued or the ADS IS 

totally redesigned (see note 3) 

of pubhcanons, record copy of data auto-

contain only current records 
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ITABLE31lO-2 

IDOCUMENTATION FOR SERVICING MACHINE READABLE- RECORDS 

R A B C D 

U 
L If the records are 

E or pertain to consisting of wluch are then 

1 Input speciflcations detailed descnpnon of each transaction that gen- for systems for which the destroy at time final magnetic 

erated some acnvity In the system In the form they related magnetic tape data tape records produced by sys-
appear at the time they enter the computer system, IS authonzed for blanking tern have been scratched 

rdenuficauon title, recording media, purpose, fre-
quency, volume, and source; detailed descnpnon 

of the contents of each input to the basic record 

,..--- file and a graphic illustration of each 

2 for systems for which the hold With the related mag-
related magnetic tape data netic tape 

IS not authonzed for blank-
Inll; 

3 output (report forms) detailed descnpnons of products of the system that destroy on termmanon of sys-
specifications are to be used outside the computer center con- tem 

S1Stlng of a hstmg of the outputs by sequence, 
name, media, purpose, frequency, volume and d1S-
tnbunon, a detailed record descnption, and sam-
ples of output In the form of layouts or COpies, 
keyed to names snd numbers m the outnut hsnnas 

4 apphcanon program records reflecnng the latest mformation for a gen-
manual era! descnpnon of the function use, and meth-

odology of the program consisting of a descnpnon 

of input, files, and output, source and object code 

hsnngs and ftow diagrams showmg the logic of the 
program, descnpnon of program output messages, 
and codmg mformanon, test plan, program test, 
and operatmg mstrucnons 

!5 usergwdes mformanon used ID training or explammg overall hold With systems specifica-
system consisnng of handbooks, gwdes to data nons 
avarlabihtv, and nrocedures for quervma files 

6 system operating pro- user onented mstructions (1) to prepare mput for system for which the destroy at the time magnetic 

cedures data, (2) for control and interpretanon of output related magnetic tape data tape reels are scratched 

reports, and (3) for processmg work on the com- IS authonzed for dISPOSI-

- puter tlon 

7 for systems that require hold With file (systems) spe-
retention of data cifications 

8 pnnted final report statistical tabulation and sn analysis of the findmgs hold one copy of the pnnted 

of a study or survey mcludmg a narrative descnp- report With related file spe-
non of methodology employed for systems which cificanons 
recuire retention of related maznenc taoe data 

ITABLE 300-3 I 
I NONERASABLE MEDIA 

R A B C D 
U 

L If the records are 

E or pertain to consisting of which are then 

1 ADP program card	 punched cards contammg common language destroy when the source deck 

files source program data (source deck) IS placed on tape or disk snd a 
grandfather backup IS 

- achieved 

2	 machine-punched cards contaming coded machine destroy after successfuJ com-
language instructions arranged in proper sequence pletion of a program revision 
(object deck) or after related program has 

been removed from system 

- (see note S-tn table 3(J(}-4) 
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ITABLE 300-3 CONTINUED II 

R A B C D 
U 
L If the records are 
E or pertain to consisting of which are then 

3 prepunched utility or processor program card destroy after receipt and sue-
decks used to update installation systems software cessful use of new cards from 

the manufacturer or program-
mer, or I year after discon-
nnuance of program or sys-

I-- tem 

4 job stream (job stack, job control) card decks used destroy mdividual cards or 
to activate program-processing modules perform- sets of cards when replaced 
mg a data-processing job by new cards and when 

necessary changes (If any) 
have been made to appropn-
ate data-processing manual 
(see note 1) 

5 ADP program control punched cards contammg data for program con- pertinent to a specific run 

~ cards trol generated by the producer or user or cvcle 

6 for repetmve use and destroy mdividual cards after 
updated either by ADP or replacement by new cards, de-
user stroy control deck 1 year after 

program has been removed 
from system, or after system 

has been disconnnued (see 

note D. 
7 ADP source data punched or paper tape contammg data abstracted held by ADP operational destroy when related mag-

cards (or paper tape as from source records and used for conversion to elements as backup to netic file has been proven to 
applicable) magnetic tape or processmg on e1ectnc accounting magnetic tape or disk be sansfactory and has grand-

machine (EAM) equipment created after January father backup. 

~ I, 1970 

8 EAM output lrstmgs and destroy after 6 months If used 
reports in processing Without being 

I-- converted to magnetic tape 

9 on magnetic tape destroy after venficanon of 

~ data on related masnenc tape 

10 punched cards that contain ongmal entry data destroy in accordance With in-

With film or wntten inserts (see note 2) strucnons applicable to the 

hard copy or other files 

recordmg the same process, 
transaction or case 

NOTES; 
Rules S and 6 refer to parameter cards associated With the execution of vanous Options of operational programs These include data cards, 

penodic (monthly or quarterly) options executed only occasionally, and quenes to mformanon retneval systems They do not include card decks 
for generalized interpreter systems used With computer SImulation software packages such as SIMSCRIPT, GPSS, DYNAMO, and similar systems. 
These decks have the status of program source decks Sumlarly, all except report generation decks in file management system are considered to be 
source program decks and should be retained or destroyed in accordance With the cntena of rules 5, 6, 7 of table 300-4 

2. Punched cards are sometimes used as records, such as checks, savings bonds, and requismon forms In such cases, the functional retention 

penod developed in other tables will apply 

ITABLE 300-4 I 
ERASABLE MEDIA (see note 7) 

R A B C D 
U 

L If the records are 
E or pertain to cODSlSting of which are then 

-I RESERVED 

:z test tape magnetic tape used by programmer for mdi- at DPI level dispose after system has accepted 
Vidual run testing of proposed system, and or disconnnued, whichever IS 

- not under librarv control sooner 
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ITABLE3~ CONTINUED 
R A 8 C D
 

U
 
L If the records are
 

E or pertain to consisting of which are then
 

3 system debugging test data (see notes 2. 3. 4)	 hold until related program IS dis-
continued

I--
4	 system acceptance test data (see notes 2 3 4) 

5 program tape or disk tapes (disk packs) contammg sequence of updated dispose after third update cycle. 
pack instrucnons required to accomphsh the pro-

cessmg of data or solving a problem -'6	 the last update of specific dispose after agency exhausts use 

EDP apphcanon used In a ter- of tape 

nunated system-7 required in audit trail (see dispose of In accordance WIth 

note 5) functional guidehnes provided by 
GAO 

8 raw data mput	 magnetic tapes containmg data abstracted used for updating WIth exist- dispose of first generation data 
from source records or other media and 109 program and required to upon successful completion of 
entered mto the system for the first time support reconstruction of mas- fourth processing machine pass. 

ter file-
9	 not required to support recon- dispose after raw data IS pro-

strucnon of master file and/or cessed into final data and proved 

used as input for a one-time satisfactory 

study or survey-
10	 offiCially designated to replace dispose of in accordance WIth 

or serve as the basic source mstrucnons applicable to the 

data m heu of the "hard "hard copy" or other file docu-
copy" or other input source mennng the same process. trans-
document action or case 

11 working tape (in- tape contammg output or control within or	 used in an updated system dispose after subsequent magnetic 

put/output)	 from one run to a subsequent run that marup- tapes that contain the accepted 
ulates, sorts and/or moves data through the detatl data have been created and 

systems. includes checkpoint, edit. correction. proved satisfactory 

reject list, unmatched data ehmmatmg error. 
and rerun tapes-

12	 used m a one-time study or dispose after master data tape has 
survey been nroved to be sansfactorv 

13 valtd transaction	 magnetic tapes contaming valid file of Items parnall y valtd transaction dispose after thtrd update cycle. 
used With a master data tape input file for after all outstanding Items are 

creation of master data tape output file hqmdated from current status 

tanes-14	 valid transaction after cumula- dispose after thtrd update cycle 

trve final master tape IS pre-
pared and determined to be 
successful. and there IS no 

necessity for stansncal 
analvsis-15	 used 10 additional stansncal destroy when DO longer needed
 
analysis
 

16	 mformanon retneval magnetic media contammg data created by a cumulative index to dtspose after thtrd update cycle. 
system master refer- the merging of pnor master file With valid SCientific and techrucal pubh-
ence transaction data to create a new master file cations. and bibhograpluc and 

(mcludmg the secunty copy tape of data on other non record matenal (see 

disk packs) note 1)-
17	 an mdex to record matenal destroy when DO longer needed
 

such as correspondence. legal
 
hearings, and decisions.
 
patents and trademarks. and
 
record copy of pubhcations -
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ITABLE 300-4 CONTINUED I 
R A B C D 
U 
L If the records are 

E or pertain to consisting of winch are then 

18 scientific magnetic recording received from expenmental sensor converted or converted only dispose after meaningful data has 
media source data instruments for SCientific measurements such in part to raw data digital been analyzed 

as outer space orbitmg spacecraft, oceano- magnetic tape media 
grapluc and geophysical phenomena, and 

- medical research (including analog tape) 

19 not converted or converted dispose after determining data 
only in part to raw data digt- will not be converted to raw data 

- tal maznenc taoe media duntal maznenc taoe media. 

20 magnetic media contauung data created held in national data centers destroy when no longer needed 
either from analog magnetic tape or recorded 

directly on magnetic digital tape for SCientific 
measurements of astronomic, outer space, and 

oceanograpluc phenomena, air and water 

- quality, and medical research measurements 

21 not duphcated in national data 

- centers 

22 duphcated m national data dispose after determmmg data IS 
centers not required outside the data cen-

- ters 

23 not cahbrated or vahdated dispose after subsequent magnetic 
tapes contauung the accepted 

data have been created and 
loroved satisfactory 

24 summary data file magnetic tape contammg aggregates of mdi- substantially unpublished, destroy when no longer needed. 
VIdual observations from valid transaction or such as tapes contammg data 
master data files that are disaggregates of that are disclosure free 

~ubhshed data 

25 pubhcation tape magnetic tape contammg source output data reproduced and dissemmated record copy IS permanent record 
extracted from the system (Without destroy- as a publication or used for (see table 5-1) 
ing the source tapes) reproducing a printed publica-

tion 

26 pnnt tape used for producing required dispose after output has been 
pnntouts of tabulations, ledg- released and approved 
ers, tables, registers, and 
reports 

27 reformatted data file magnetic tape containing essentially duplicate created for the specific pur- dispose of as provided for master 
data from the master data file but wluch IS pose of information inter- data tape 
created for use WIth other computer hard- change 

r- ware systems 

28 of specific application for dispose when determmanon IS 
agency computer hardware made that such format IS un-
systems necessary 

29 sample and subsam- magnetic tape contaimng mdrvidual obser- disclosure free useful in statis- destroy when no longer needed 
pie data files vanons selected from a larger census or sur- tical analysis or pohcy formu-

vey file such as stratified or pure random lanon models and simulanon 

sample files With or without weighting fac- studies 

tors 

30 secunty backup file magnetic tape that IS Identical in format to updated dispose of after 3rd update cycle 
master tape retained as secunty in case mas-

r-- ter tape IS damaged or inadvertently erased 

31 a one-time study or survey destroy when no longer needed 

as determined by each mdividual 
DPI 

32 magnetic tape library card decks and magnetic tape files destroy card decks and dispose of 
control/transacnon magnetic tapes after the fourth 

'--- records update cycle IScreated 
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ITABLE3~. CONTENDED 

R A 8 C D 

U 
L H the records are
 
E or pertain to consisting of which are then
 

33 machine hstings	 destroy after 3 months (see note
 
6
 

34 transaction slips	 destroy after 3 months or when
 

no longer needed, except table
 
205-1 applies when the shps
 

serve to account for classified
 

matter
 

35 other agency files	 magnetic tape created by other agencies not destroy when no longer needed.
 
altered substantiall b reci lent
 

NOTES· 
1. The term "dispose" m column D IS synonymous With the terms "scratch", "erase", and "blank." "Cumulative data," 10 rule 16, imphes no earher 
data IS deleted 10 the present pass 
2. ThIS type of data IS differentiated from Simple debuggmg test data m that the data set is used to exercise all possible data system options within 

the complete set of programs System debuggmg test data means data used to debug mdividual programs or groups of programs pnor to IinaI 
acceptance testmg. It must be retamed until the related program IS discontmued, 
3 Acceptance test data may also be contractually defined specification or Item 10 software systems being procured and It or a hstmg of It may 

have to be kept With the contract file. Disposmon applicable to the contract file would apply to this acceptance test data. 
4 In other cases, particularly 10 systems where accounting for funds IS involved, It may be required that the files be kept untrl a particular version 

of a system has been audited and approved by the GAO. Retention penods m this case Will be 10 accordance With the specific functional file. ThIS 
means that specific acceptance test data sets might have to be kept for the hfe of the particular version of a software system or until all records 

produced under that system have been disposed of 
S Just as the acceptance test data may need to be kept beyond Its useful hfe for auditmg purposes, programs which processed that data may also 
be kept for audit purposes beyond the operational life of the particular system Disk packs are relatively expensive for long-term storage and there 

IS usually a backup copy of the system on magnetic tape. In these cases, the tape copy of the program together With all relevant documentation 

may be used 10 lreu of the disk pack version Either source or object versions of the system may be used for tlus purpose. 
6. Maclune hstmgs may be retamed for as long as 1 year when they provide audit trails of the last recording made on a specific reel and may be • 
useful 10 retnevmg a lost file or 10 determmmg how a file may have been inadvertently scratched. , 
7 Erasable media COnsISt of magnetic tape (analog, digital), drums disk, disk packs, data cells and other devices that store data 10 an erasable 

mode. 

ITABLE 3O(H I 
AUTOMATED DATA PROCESSING SYSTEMS (ADPS) SECURITY RECORDS
 

R A B C D
 

U
 

L H the records are I
 

E or pertain to consisting of which are then
 

1	 Worldwide Mihtary records defirung the WWMCCS and Its objectives, pro- at HQ USAF/ destroy when super-

Command and Control vidmg each WWMCCS site the basic policy, gwdeJmes, MAJCOMs/SOAs and seded, obsolete, or no
 

System (WWMCCS) techniques and procedures wluch can be used to unple- designated WWMCCS longer needed
 
ment secure, dependable WWMCCS ADP systems; and ADP Sites 

prescnbe mmimum requirements, standards, cntena, and 

specifications for interfacing each WWMCCS ADP site 
into a secure responsive telenrocessmz network 

2	 threat and nsk assess- records used to appraise the Designated Approving 

ment document	 Authonty (DAA) of relative nsk(s) versus functional or
 
operational Impact of any anncipeted threat to ADP sys-
tems or sites
 

3	 user rdennfica- a plam text or computer language set of characters wluch at ADPS facihnes 

non/passwords	 uniquely Identifies any authonzed office, person, or staff
 
agency who may directly have access to, use and receive
 

products or services (hardware or software) from an
 

ADPS comnuter facihtv or termmal
 

4	 ADP system secunty records wluch descnbe ADPS, classification thereof, at MAJCOMs/SOAs 
document	 current status, to include threat and nsk, other physical and ADPS facilities
 

or environmental factors, corrective actions to problems
 
and requests for waivers or exceptions to established
 -
secuntv mstallanon cntena 
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ITABLE 30&-5 CONTINUED I 
R A B C D 
U 
L If the records are 

E or pertain to consisting of which are then 

5 ADPS test reports reports contammg data reflecting on the mtermediate or at HQ USAF/MAJ- hold in office area 5 
final results of ADP system secunty features of soft- COMs/SOAs or years; then destroy when 
warelhardware and other tests prepared by CIVtl agencies AFDSDC, which are no longer needed. 
under contract to the government, federal agencies and prepared by or for AF 

r-- other rmhtary services at preparmz acnvmes 

6 at HQ USAF/MAJ- destroy when no longer 
COMS/SOAs, which needed. 
are received from other 
mrhtary services or 
federal agencies 

7 ADPS secunty rec- record(s) defining ADPS security program(s) for a destroy when super-
ord(s) specific ADPS facihty and Its objectives, providmg each seded, obsolete or no 

WIth the basic policy, guidelmes, techruques and proce- longer needed. 
dures which can be used to Implement secure, depend-
able ADPS, and prescnbes munmum reqwrements, stand-
ards, cntena and specifications for mterfacmg each 

ADPS facilrty into a secure, responsive teleprocessing 

network, also any type of reports which relate to ADPS 
audit compliance WIth security procedures 

8 ADP operational pubh- microform winch descnbes the ADPS and the classifi- at MAlCOMs/SOAs destroy when ADPS IS 

cations cation, microform copy of the computer operation man- and ADPS facrhnes discontmued, superseded 
ual (OM) and users manual (UM) and program mamte- or totally redesignated. 
nance manual (MM) of each ADPS which are not part of 
record sets of publications 

9 ADP secunty incident reports used to Identify common AF ADP secunty prob- destroy after I year 
reports lems andlor permit the alerting of AF ADP activities of 

hizh nrobabrhtv secuntv threat mamfestation 

10 ADP contmgency plan- records to provide for aclnevement of the AF ADP secu- destroy when super-
nmg nty program's purpose when ADP secunty measures fall seded, obsolete or no 

longer needed 

11 approval of an ADPS to Designated Approval Authority approval/disapproval approved destroy after ADPS IS 

process classified infor- letter, data processing mstallanon (DPD security plan, retired or approval IS 

f-- manon secunty test and evaluation, and other records suoerseded. 

12 disapproved destroy I year after dis-
approval. 

13 ADPS entry control registers of personnel requinng access m ADPS re- . at MAJCOMs/SOAs destroy after I year 
stncted or controlled areas and ADPS facilines 

310. Contractor Data Management. This table covers records for managing data required by and acquired from Air 
Force contractors. 

I ITABLE 310-1 

IMANAGEMENT OF CONTRACTOR DATA 

R A B C D 
U 

L If the records are 
E or pertam to consisting of which are then 

1 data Item descnpnon a case file on each standard modified or uruque (U) at MAlCOM Data Man- destroy I year after comple-
(DID)	 data Item contammg data Item descnpnon fonn agement Offices, inter- non of the contract 

Justification for approval of and related corre- mediate data management 
spondence used to control and standardize data offices and Program Data 

Item requirements levied on contractors Management Offices 
(PDMOs)'--



428	 AFR 12-50 Vol II 30 October 1987 

ITABLE31~1 CO~NUED 

R A B C
 

U
 

L If the records are
 

E or pertain to consisting of which are
 

1.1	 a case file on each R&D data Item at mtermediate data man-
agement offices and 
PDMOs 

2	 requirement for data to data calls, proposed data hsts, local and higher at PDMOs
 

be acqwred from indus- headquarters data reviews, quality assurance ID-

try and DoD agencies specnons, and surveillance actions
 

under terms of a con-
tract
 

·3	 command contractor mmutes, findings, actions, recommendations with HQ AFSC Co-
data management reo Chamnan
 

view board
-
4	 with members 

5 data management pro- studies, analysis, reviews of effectiveness of data	 at MAlCOM data man-
gram, pohcy evaluation	 management, and command pohcies and proce- agement offices 

dures developed as a result of these studies, 
analysis and reviewst--

6 at other than MAlCOM 

data	 manazement offices 

NOTES 

1 Transfer Rule 3 records located ID current files area to the DOD clearance officer as successor ID function 
already stored ID Federal Records Centers are authonzed for immediate disposal 
2. Records are not authonzed for retirement to Federal Records Centers. Any records already stored there 
actrvity for appropnate disposal, 

320. Value Engineering. This table covers records pertaimng to policies, procedures, 
implementation of the Air Force Value Engmeenng Program. 

I ITABLE 32~1 

I VALUE ENGINEERING PROGRAM RECORDS 

R A B C
 
U
 

L If the records are
 
E or pertain to consisting of which are
 

1	 value engineer- pohcies and implementmg mstructions at HQ USAF and
 
IDg MAlCOMs
I--

below	 MAlCOMs~ 
3	 procedures, acnons and status reviews of the value
 

enzmeermg urogram
 

4	 tmplemennng objecnves, task descrtptions management reviews, ID- below HQ USAF
 
plans house nroiects and related acnvrtv records
 

5	 evaluations and statisttcal summanes of value engmeenng actions and
 
reports related records
 

NOTE Offer to the National Archives ID S-year blocks when latest record IS 25 years old 

D 

then 

destroy on completion of the 
related contract. 

destroy on completion of the 
program. 

see note 1 

destrov immediatelv 

destroy when no longer 
needed (see note 2) 

to the Board. All rule 3 records 

should be returned to the rennng 

and actions required in the 

D 

then 

retire as permanent (see note) 

destroy after 5 years 

destroy I year after rescission 
or supersession 

destroy 3 years after close of 
FY 
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355. Disaster Preparedness. This table covers records pertairung to disaster preparedness. 

( (? I TABLE 355-1 I 
IDISASTER PREP AREDNFSS 

R A 

U
 

L H the records are
 

E or pertain to
 

1	 (RESERVED) 

2 nuclear/brological/chem-
teal (NBC) convennonal 
attack, warmng and 

reporting, detection, 
decontammatron, damage 
assessment and related 

acnvrties 

3	 accidents mvolvmg NBC 

matenals or components 

and other accidents as 
defined by APR 355-1-*4 

-*5 

*6 urut trauung exercises 

- 7 

8	 natural disasters 

-*9 

-10 

11 

thru (RESERVED) 
13 

14 CIvil disorders 

-15 

*16 equipment 

-*17 

-
*18 

*19 protective shelters 

-*19.1 

B 

consisting of 

USAF accident reports WIth pertinent attach-
ments, records and related papers used in re-
pornng accidents under APR 355-1 

reports and other data used m evaluating a urut's 
capabilmes as demonstrated dunng a trammg 

exercise 

reports, messages and other data descnbmg srrua-
tion accomplishments and results, loss of person-
nel, equipment, matenal, aircraft, and related 

cost expenditure data 

reports, messages and other data 

correspondence, research and development eval-
uanons, procurement, utihzatron, and other mfor-
rnanonal data 

mspection records for radiac equipment (see 

TO IIH4--1-5) 

action	 copies of unsatisfactory condinons expert-
enced 

correspondence, messages and related records 
pertammg to marking, stockmg and mspectmg 

correspondence, messages, and related records 
pertairung to collective protection and contam-
matron control areas 

C D 

which are then 

see table 

and 3 

55-6, rules I, 2 

at HQ USAF destroy after 30 years 

at field activines provrdmg 

assistance 

information COPIes 

mformanon copies 

at HQ AFRES 

destroy after 2 years or 
when no longer needed, 
wluchever IS later 

destroy after 2 years or 
when no longer needed, 
wluchever IS later 

destroy when superseded 
or no longer needed 

destroy after 5 years 

at field acnvines providing 

assistance 

information copies 

destroy after 2 years or 
when no longer needed, 
wluchever IS later 

destroy when no longer 
needed 

at MAlCOMs and 

ordinate commands 
vrdmz assistance 

mformanon copies 

at MAlCOMs and 

at field acnvines 

sub-
pro-

below 

destroy after 2 years or on 
mactivanon of the acnvrty, 
wluchever IS sooner 

destroy when no longer 
needed 

destroy after 2 years or 
when no longer needed, 
w hichever IS later 

destroy 24 months after 
date of last entry, If no 
other current data IS on 
the form 

see table 66-1 

at MAlCOM and below 

destroy after 2 years or 
when no longer needed, 
whichever IS later 
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ITABLE35~1 CO~D 

R A B C D 

U 
L U the records are 

E or pertain to consISting of which are then 

-20 surveys at installation disaster pre-
paredness and base crvil 
engineer offices 

destroy when superseded 

or umt/mstallation IS 
inactivated, whichever IS 

- sooner 

-20.1 reports, correspondence, messages, pertaimng 

operations at shelters, to Include fallout Time 

History Charts, Explosive Control Data and 

shelter acnvrtv 1025 

to at installation CIVil 
engmeer offices 

-21 disaster support group 
and disaster response 

force 

correspondence, messages and related records at MAJCOMs and below destroy after 2 years or 
when no longer needed, 
whichever IS later 

-22 NBC transactJons 

covered elsewhere 

table 

not 
In this 

correspondence, messages and other records 

relating to matters not affecting admimstranon 

DOhcv 

or 
at MAJCOMs and below destroy after 2 years or 

when no longer needed, 
wluchever IS later 

23 nnhtary support 
azencres 

to CIVIl reports, messages and related records at HQ AFRES 
natlrIg agencies 

and ongr- destroy after 2 years 

24 (RESERVED) 

-25 mihtary 

agencies 

support to crvtl reports, correspondence, messages, and other 
records pertammg to mihtary support to civil 
authontv. civil defense and related prozrams 

at MAJCOMs and below destroy after 2 years or 
when no longer needed, 
w luchever IS later 

26 

f----
r1 

assistance agreements formal agreements 

cies are signatories 

to wluch two or more agen- at ongmatmg 

information 

comes 

agencies 

or review 

destroy when superseded, 
rescinded or on inacti-
vanon of the unit, wluch-
ever IS sooner 

destroy when superseded 

or no lonzer needed 

-28 

f----
-29 

plans concepts, policy and guidance on disaster pre-
paredness planmng and operations, mcludmg 

operations plans or other plannmg direcnves and 
associated reports 

plans established to supplement the parent com-
mand document; details local area pohcies and 
concepts necessary for response m emergencies 

or disasters 

destroy after 2 years or 
when no longer needed, 
wluchever IS later. 

-

-30 support plans records similar to those descnbed In rules 28 and 

29 above, developed In support of or received 

from subordinate echelons, lateral commands and 
other defense agencies for monitormg purposes 

and/or for coordmanon of olanned ooeranons 

at MAJCOMs and below destroy after 2 years or 
when no longer needed, 
wluchever IS later 

31 lRESERVED) 

-32 plannmg 

meeting 

board or stall" mmutes of meetings, correspondence, messages, 
and related records pertammg to the status of 
overall base effectiveness In disaster preparedness 

at MAJCOMs and below destroy after 2 years or 
when no longer needed, 
whichever IS later 

-33 

r---
34 ----

disaster 
traInmg 

preparedness trammg outlines, lesson plans, 
sheets 

on-the-Job trammg (OJT) 

methods and test at MAJCOMs and below destroy after 2 years or 
when no longer needed, 
whichever IS later 

see table 35-1 and table 
50-1 

-35 

----
hstmg of personnel who have 

disaster preparedness traming 

taken speciahzed 

courses 
destroy after 2 years or 
when no longer needed, 
whichever IS later 

~ mdrvrdual tramms records completely filled In 
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ITABLE 355-1 CONTINUED I 
R A B C D 

,u 
L 

E 

U the records 
pertain to 

are or 
consISting of which are then 

*36.1 

-

traimng records on Individuals removed from 
specialized teams but remairung on station 

inacnve forms forwarded 
to DlSIISterPreparedness 
Officer/NoncoDlIIl1SSloned 
Officer (NCO) or trauung 
NCO 

destroy when mdrvidual 
separates from station 

37 

-
on mdivrduals transferred 
to another base 

send to gammg orgaruza-
tlon 

38 on mdivtduals discharged 
from service 

destroy Immediately 

39 staJr assistance VISits reports and related correspondence at MAJCOMs and below destroy when obsolete 
suoerseded. 

or 

*360. Air Base Operability. TIns table covers records 
cise guIdance on the integration of AIr Base Survivability 

pertaining to policy, planning, 
(ABS) enhancements. 

organizing, training and exer-

I-TABLE 360-1 I 
IAIR BASE OPERABILITY RECORDS 

R A B C D 

U 
L 

E 

U the records are or 
pertain to consisting of which are then 

(' I 

I 
I
I 
! 

(e 
1 

l 

3 

4 

5 

6 

air base operability 
olanrunz 

a1C base operability 
meetings and exercises 

host nation support or 
bilateral azreements 

staJr assistance VISits 

air base operabrhty pro-
gram, equipment, and 
funding uunanves 

air base operability and 
survival recovery cen-
ter operations and 
traming 

plans. correspondence. messages. checklists, and related 
records 

correspondence. messages. and related records 

Information or review COpiesof formal agreements to 
which two or more agencies are srznatones 

reports and related correspondence 

correspondence, messages, and related records 

correspondence, checklists, messages, operating pro-
cedures, trammg allocations and related records 

at MAJCOMs and 
below 

at mstallanon a1C base 
survivabihty offices 

retire as permanent (see 
note I). 

destroy 2 years after super-
seded, obsolete, or no 
longer needed 

retire as permanent (see 
note I) 

NOTE. Offer to National Archives m 5-year blocks when latest records are 25 years old. 

400. Logistics. These tables contam disposition instructions for records created or accumulated in connection WIth 
logistic planning, policies, and support, encompassmg supplies, equipment, transportation, mamtenance, construction, 
and operation of facihnes, movement of personnel, and other similar services to render the military force efficient and 
effective in both combat and noncombat operations, including implementation, execution, and admmistration of 
Hi-Valu, Grant Aid, Security Assistance Program, and USAF Mutual Security Military Sales programs, cross-
servicmg between the AF and air arms of other NATO nations; foreign military facilines program. 
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ITABLE 400-1 

ISECURITY ASSISr ANCE PROGRAM RECORDS 

R A B C D 

U 
L If the records are 

E or pertain to consisting of which are then 

1 Journal of Milrtary a quarterly pubhcauon which includes stansncal at HQ USAF retire as permanent 
ASSIStance and control-type data, summanes of status, and 

- orozress of principle programs and objectiVes 

-L <RESERVED) 

3 supporting records, mcludmg miscellaneous statrs- at HQ USAF retire as permanent 
tical data, pohncal messages and reports, coordma-
non and/or comments from OSO, Army, and 
Navy covenng tn-service programs, and related 
correspondence 

4 records of AF sec- program direcnves, matenel guidance records, retire as permanent 
nons of MAAGs and etc, and requisition case files 

I-- missions 

5 COpies of records used for requisinonmg and destroy when no longer 
delivery of matenel and services; also similar-type needed 

supply transactions processed according to MIL-
STRIP MILST AMP and UMMIPS nrocedures 

6 foreign nuhtary sales case files which contain all records reqwred to at HQ USAF, HQ AFSC, destroy \0 years after FY 10 

(FMS) momtor and process the sale and dehvery of HQ AFLC, HQ ATC, which case IS closed 

matenel and services to eligible foreign countnes ALCs and momtormg 

from receipt of the USAF case directive to final activiues 

accounting and closing of the case, mcludmg copy 

of the USAF directive, letter of request, letter of 
offer and acceptance, supply transactions, program 
changes, procurement data, requismon data, de-
livery IISUngs, shipping mformauon, closing action 

I-- and related corresoondence 

7 reports, such as FMS dehvenes and/or services at perfonnmg orgaruza- destroy when no longer 
performed. which contain all actual materiel, tram- nons needed, provided informanon 

mg, and services provided to eligible foreign coun- thereon has been made part 

I-- tries of a case file 

r-L dehverv lists and detailed dehverv cards at AFAFC activities see table 177-3 

9 reports, such as FMS forecast of dehvenes report, at HQAFAFC destroy \0 years after penod 

part I-statl1S of FMS (open cases only) quarterly of report 
report, part II-status of FMS (closed cases only) 

I-- annual report 

10 at other than HQ AF AFC destroy when superseded by 

an updated report, or when 

I--
no longer needed 

11 data processing records, such as punch cards, destroy 60 days after Item 
suspense hstmgs, checklists, proof lists, monitor acnon or terminal reports 
lists. error lists, and suru1ar data have been prepared 

U grant 81d automated transaction source data 10 card format, such as destroy 7 calendar days after 
program control data OMAS, P&R, commrtmeats, corrections, MASL, cards have been converted to 

delivery, supplemental program directives, requi- the source data input tape 
smon status, routmg Identifier, GL 188, as re-

I-- ' auested data and forecast data 

13 datly source data mput tape for run BFOO hold \0 calendar days, des-
troy after data has been input 

I-- ~ to the basic system 

14 daily source data input tape for run BOOO hold 30 calendar days, de-
stroy after data has been 10-

'-- .nut into the basic system 
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ITABLE 44»-1 CONTINUED I 
R A B C D 
U 
L If the records are 

E or pertain to consisting of "bJc:h are then 

15 detail delivery data	 hold on tape for I FY after
 
retirement of the program
 
lme; produce and furnish a
 

hard copy to the appropnate
 
finance and accountmg acnv-

Ity for later retirement to
 
WNRC
-16 requismons and status data for Secunty Assistance	 delete from the permanent 

Program line	 history tape at the orne the 

Secunty Assistance Program 
lmes are retired 

17 grant aid reporting monthly detail supply performance reports, and at MAJCOMs and above retire as permanent. 
monthly MSAF detailed supply performance re-

- port 

below MAJCOMs destroy after I vear.
 

19 quarterly summary of Secunty Assistance Pro- destroy after 3 years (EX-
gram performance and forecast CEPTION· when inacnve,
 

retire the 30 June report to
 

- WNRC as permanent)
 

...!L 

20	 military assistance article and service list used to destroy when superseded by
 
provide price, source availability, and leadtune an updated report.
 
data for use by the unified commands and military
 

denartments
 

21 grant aid country files	 requismon data, delivery data, forecast mforma- at perfonnmg acnvmes destroy 5 years after comple-
tion, Item hsnngs, program direcnve, supplemental non of supply action.
 
directives, program status, and related corre-
soondence
-

22 COpies of listings, suspense data, transcnpt sheets, atcoonfinatmg,o~- destroy when no longer
 
and S1DlI!ar-type data nonal, and supportmg needed.
 

acnvines
 

23 munmons control case completed control case files pertaining to the ISSU- at HQ USAF destroy after 10 years.
 
files	 109 of mumnons export licenses for the sale of
 

Items on the US Mumnons LISt to foreign free
 
world and other than free world governments,
 
contammg requests for sales, muruttons export
 
licenses, concurrence or nonconcurrence, JUStIfi-
canon for actions and related oaoers
 

24 strategic trade control	 completed control case files pertammg to the 

case files	 exportation of matenals and equipment to free
 
world and other than free world governments,
 
contammg requests for control/decontrol, con-
currence or nonconcurrence, jusuficanon for
 
actions and related paeers
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I TABLE 400-2 

IPROPULSION AND GAS TURBINE POWER PLANT RECORDS 

R A	 B 

U
 

L If the records
 

E are or pertain to consistiDg of
 

1	 propulsion ceo- debit/credrt records, master tape, reports, 
trahzed account- stock record accounts, DoD single lme 

mg Item relesse/receipt records, matenel 
mspecnon, and receivmg	 report 

r--
2	 engme status report 

r--
3 

4 engine reporting	 semumnual aircraft engine reclamation and 

rework/repair reportr--
5 

I--
6	 reqwrements!mventory analysis report
 

(RIAR) (atrcraftllIllSS1les)
 

I--
7	 mterservice engine reports 

r--
8 

r--
(RESERVED)~ us,	 (RESERVED) 

11	 worldwide engine mventory summary
 

report
 

I--
12 

C 

which are 

at Oklahoma CIty Au Logis-
ncs Center (OC-ALC) for the 

AFJ2031 accounts, for as long 

as the engine IS m the AF in-

ventory 

held	 by the engme manager at 
the reporting acnvrtv 

at acnvmes reporting to the 

base enzme manager 
at HQAFLC 

at other than HQ AFLC 

prepared by Engine Inventory 

Manager ALC and submitted 
to HQ AFLC and HQ USAF 

semumnually on completion of 
requirements and overhaul 
computation 

consohdated at HQ AFLC 

at other than HQ AFLC 

prepared and cbstnbuted by 

OC-ALC to HQ USAF, HQ 

AFLC, and ElM monthly to 

reflect worldwide mventory 
bv tvoe. model and senes 

at other than HQ USAF and 
HQAFLC 

0 

then 

cut off on loss of engine by exchange, 
transfer, donation or sale and determi-
nation of property accountabihty, hold 2 

years and destroy (EXCEPTION sup-
porting records reflectmg disposmon of 
propulsion units termmate from the cen-
tral account are destroyed 12 years after 
the engme has been dropped from the 
AF inventory; the Central Account WIll 
retain gam and loss mformancn for 12 
years after the TM engme has been ter-
mmated from the AF mventorv), 

destroy after 1 year or when no longer 
needed whichever IS sooner 

destroy 30 days after submission of the 
succeedma report 

destroy 12 years after the engmes are 

drop~c:t from AF mvento_ry 

destroy after I year or when no longer 
needed whichever IS sooner 

destroy 3 years after close of the buymg 
year 

destroy 12 years after the engines are 

dronoed from AF mventorv 

destroy after 2 years or when super-
seded whichever IS sooner 

destroy 12 years after the engines are 

dropped from AF mventory 

destroy after 2 years or when super-
seded whichever IS sooner 

Resources conservation policies and procedures governing the effort to reduce the cost of operating the Defense 
establishment without degrading mission effectivenessare covered by this table. Its present scope in the AF requires 
participation by all AF activities and personnel worldwtde, and this program gives the AF a formal system for 
measuring the effects of new policies, procedures, and ideas, and for evaluating the results of increased management 
attention to day-to-day problems. 

•
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I TABLE 400-3 I 
I RESOURCES CONSERVATION (RECON) PROGRAM RECORDS 

R A B C D 
U 
L H the records are 
E or pertain to consisting of which are then 

1 AF resources conserva- resources conservation program mdivrdual savmgs at MAlCOMs and bases destroy I year after close of 
non program	 action, RECON program summary, auditor the FY m winch savmgs are 

evaluations and reports, functional evaluations. reported. 
comparable forms and related records t--

at HO USAF retire as~rmanent rL 
3	 records at all levels required to support mdivrdual destroy I year after close of
 

savings for the penod m winch such savmgs are the FY in winch savmgs are
 
reported reported
 

I TABLE 400-4 I 
LOGISTICS PERFORMANCE MEASUREMENT AND EVALUATION SYSTEM (LPMES) 

R A B C D 
U
 
L H the records are or
 
E pertain to consisting of which are then
 

1	 LOgistics Performance LPMES, related correspondence, consolidated re- destroy 2 years after the apph-
and Evaluation System ports, and DoD summanes cable fiscal year. 
(LPMES) 

I TABLE 400-S I 
I PRECIOUS METALS RECOVERY PROGRAM 

R A B C D 
U 
L H the records are 
E or pertain to consisting of which are then 

1 reclamation and use of forms, reports, logs, accountability records and at HQ USAF/ destroy after 2 years.
 
precious metals correspondence MAJCOMs/maJor subor-

dinate commands
 -
1	 below major subordinate destroy after I year.
 

commands
 

401. Materiel Programming. This table covers records pertaming to planning, organizing, directmg, executing, and 
managmg the AF Matenel Procurement Program. This program consists of the specific quantities of weap-
on/support systems, selected Item, or categones of materiel funded from the procurement appropriations for a par-
ticular program year. 

I TABLE 401-1 I 
I MATERIEL PROCUREMENT PROGRAM CONTROL RECORDS 

R A B C D 
U 
L H the records are or pertain 
E to consisting of which are then 

1	 directives, HQ USAF-approved at HQ USAF, HQ AFLC, HQ retire as permanent
 
program AFSC and HO ESC
 

1	 directives, program status reports, destroy 3 years after completion of obh-
contractual mamtenance require- gations covered by the buying program 
ment data 

3 status reports and related data at HQ USAF and HQ AFLC	 destroy after completion of the pro-
gram, or 90 days after superseded,
 
whichever IS sooner
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800. Acquisition Management. This table pertains to planning, organizing, coordinating, directmg, and controllmg 
the AF weapon/support/control systems. Weapon systems records applicable to specific functional areas-such as • 
programmmg, research and development, procurement, supply, maintenance, traming, secunty, and operations-are • 
placed in the series covering the specific functional area. 

ITABLE 806-1 

AO	 UISmON MANAGEMENT RECORDS 

R A B	 C D 

U
 

L If the records are or
 
E pertain to consisting of which are then
 

1 system acquismon pro- mmal required operational capabihty (ROC), develop- at planning acnvines hav-	 send to system program 

gram files	 ment concept paper/decision coordmanng papers mg pnmary responsibrhty office on program approv-
(DCP). program management drrective (PMD), pre- for approved systems aI 
hmmary design, advance planmng, basehnes, and de-
CISIons accomplished ID the conceptual phase of the 

acqursinon hfe cycle t--
2 at planning actrvmes hav- destroy 10 years after the 

mg pnmary responsibihty termmanon of program 

for systems temunated (see note 1) 
dunng the conceptual 
nhase 

t--
at svstem oroszram offices retain under rule 5~ 

4 at other actrvtties	 destroy when the system IS 

phased out of the mven-
tory, terminated, or when 

no longer needed, which-
ever IS soonert--

5 program management plan (PMP). updated PMDs at system program offices destroy 30 years after the 

and supplements, basic management plans, approved system IS temunated or 
development concept papers, advance procurement phased out of the mven-
plan, real property facihnes plan, test plans/results, tory 

risk assessments, nnlestones, and program decisions 

accomphshed dunng the vahdanon, full scale devel-
opment, baselines, production and deployment phases 

of the acquismon life cycle r--
6	 at momtonng, supportmg, destroy when the system IS 

testmg, and parncipatmg phased out of the mven-
activmes tory, temunated, or when 

no longer needed. which-
ever IS sooner. 

7	 Program Management support, planning, engmeenng, test and evaluation at system program offices send to usmg/supportmg 

Responsibihty Transfer records, including reference matenals, manuals, command m accordance 

(PMRT) and Turnover engmeenng drawings, specificanons and related data with the PMRT and turn-
Package Flies necessary to support and operate the system over aareementt--

8 at system program offices destroy 6 years after the 
but not needed by the system IS phased out of the 
usmg/supportmg com- inventory or tennmated 
mand or when no such (see note 2) 
command existst--

9 at the usmg/supportmg 

commandst--
10 at momtormg, supporting, destroy on completion of 

parncrpating and testing the transfer or termmation 

activities of the svstem 

11 selected acquismon re- quarterly reports	 destroy 3 years after the 
ports	 system IS phased out of the 

inventory, terminated, or 
when no longer needed, 
wluchever IS sooner -



437 T AFR 12-50 Vol II 30 October 1987 

ITABLE 800-1 CONTINUED I 
R A B	 C D
 
U
 
L If the records are
 

E	 or pertain to consisting of whicb are then 

12 memorandums of documents negotiated between contract management at HQ AFCMD, destroy when superseded 
agreement (MOAs) orgamzanons and program offices for contract AFPROs, AFCMOs, pro- or on termmation of con-

admimstranon support gram managers, and mom- tract admimstranon sup-
tonng orgamzanons nort of the program 

13 000 plant cogmzance questionnaires, agreements and related records ere- at HQAFCMD destroy 10 years after 
program case files	 ated under the 000 Contract Admimstranon Serv- plant cogmzance has been 

ICes Plant Cogmzance Program between HQ transferred from HQ 
AFCMD and 000 Military Departments and De- AFCMD 
fense Agencies when the Au Force IS the executive 
agencyi--

14	 at AFPROs and monitor- destroy 6 months after 
mg orgamzations	 plant cogmzance transfer, 

or when no longer needed, 
wluchever IS sooner 

15	 defective parts and government-mdustry data exchange program forms at system program offices destroy on mactivauon
 
components control (ALERT)
 
program
 

NOTES 

1. Destroy matenals related to on-gomg programs when no longer needed.
 
2 Destroy records placed m admimstratrve hold by the Renegotiation Board 6 years after the final determmanon of excess profits
 

900. Awards, Ceremonies, and Honors. Tables In this series cover records pertaimng to decorations, organizational 
emblems, memorialization program, awards not covered elsewhere in this regulation, and the suggestion program. 

I ITABLE 900-1 

I HONORS AND AWARDS (see note 1) 

R A B C D 
U 

L If the records are 

E or pertain to consisting of whicb are then 

·1	 special honors, troplues records pertammg to the special trophies and at HQ USAF or HQ retire as permanent 
and awards awards program sponsored by AF and pnvate AFMPC
 

orgaruzanons, such as the General Curtis E
 

LeMay Personnel Services Trophy and USAF
 

Personnel Awards, mcludmg nommanons of mdi-
viduals, umts and groups, minutes of board meet-
mgs, announcements of awards, and related forms
 

- and correspondence
 

at lIDtlatmg acuviues	 destroy after 2 years -L 
3	 at mtermediate headquar- destroy after 1 year
 

ters and all nonselected
 
nommattons 

(RESERVED)
 

5 memorrahzanon pro- case files accumulated by AFMPC/MPCASA and at HQ AFMPCIDPMAJA retire as permanent
 
gram each level of command in naming AF bases, or minatmg activmes
 

streets, buildmgs, recreational activines, etc .• in
 

honor of outstanding individuals
 

4 

-
6 at major and subordinate destroy 1 year after com ple-

commands non of case 

7 orgaruzational emblems	 copies of official emblem elements, approvals. at irunanng acttvrtres forward to HQ 

records resultmg from changes m emblem. and USAFHRCIRIO on mac-
copynght releases nvauon of actIvIty -

at mtermedrate headquar- forward to USAFHRCIRIO 

- ters when no longer needed 
8 

9 at HQ USAFHRCIRIO	 retire as permanent (see note 

3) 
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I TABLE 900-1 CONTINUED 

R A 

U 

L If the records are 

E or pertain to 

*10	 decorations to mdividu-
a1s (mihtary and civil-
Ian) 

-*11 

-*11.1 

i---
*11.2 

i---
*11.3 

i---
*11.4 

U	 decorations to foreign 

nationals and US em-
zens not employed by 

US Government 

13	 decorations to umts 

14	 decoration recommen-
danons forwarded to 
lower headquarters 

15	 favorable commuruca-
nons 

*16	 outstanding personnel 
programs, e.g, out-
standmg NCO/AIrman 
award, Juruor Officer 
of the Quarter, out-
standmg Manager of 
the Year, AFA repre-
sentanve 

*17	 RESERVED 

*18	 RESERVED 

B 

consisting of 

case files of recommendations, decrsions, awards 

announcements, board meetmg minutes, and 

related documents 

COPIes of records relating to refused decorations 

case files of recommendations, decisions, awards 

announcements, board meeting mmutes, and 
related documents 

Records generated when a Ingber headquarters 
dtsapproved recommendation and forwards It to 

a lower headquarters for constderanon of a 

lesser award 

records	 not required for processing under AFR 

900-48 

personal data, letters of nominanon, photo-
graphs, and related papers 

AFR 12-50 

C 

which are 

approved U S military 

decorations (Medal of 
Honor, Au Force Cross, 
Distmgurshed Service 

Medal, Sliver Star, Dis-
tmguished Flying Cross , 
AIrman's Medal) for war 
and peacetime; all other 
approved U S mihtary, 
US nonnnhtary,and 

foreign decorations relat-
mg to wartime and/or 
combat acnvmes, at 
awardmg/approvmg 

authontv 

approved peacetune U S 
nuhtary, US. non-mihtary 

and foreign decorations at 
awardmg/approvmg 

authontv 

disapproved US mihtary, 
US. nonnnhtary, and 

foreign decorations at 
disanprovma authority 

approved/dtsapproved AIr 
Force achievement and 

umt/campargn awards at 
awardmg/ disapproving 
authority 

approved/dISapproved 

decorations and awards at 
imnatmg and mtermediate 
rnomtonng headquarters 

at awarding authonty 

approved and disapproved 
recommendanons 

selected nommees, non-
selected nouunees and 

mmutes of board meetings 

Vol II 30 October 1987 

D 

then 

retire as permanent (see note 
2) 

destroy	 after 25 years
 

destroy after 35 years (see
 

note 5)
 

destroy	 after I year
 

destroy after decoration IS
 

awarded or I year after
 
disapproval
 

destroy	 after 3 months (see
 
note 6)
 

retire as permanent 2 years
 

after completion of case.
 

destroy	 2 years after comple-
non of case.
 

destroy 2 years after comple-
non of action
 

destroy	 after I year.
 

-
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ITABLE 900-1 CONTINUED I 
R A B C D 
U 
L If the records are 

E or pertain to coosisting of which are then 

19	 nuscellaneous AF announcements of a contest. entry apphca- programs designed to pro- destroy after 2 years or when no
 
acnvity-sponsored nons or of nommanons and supporting mote espnt de corps. longer needed. whichever IS sooner
 
programs records. results. related papers used to mon- recognition, such as beauty
 

itor and control programs	 contests. dmmg hall of the 
month. or operator of the 
month 

20 safety awards	 nommanons and other records relating to approved awards (record destroy after 2 years
 
awards for outstandmg achievements m the copy)
 
prevention of accidents
 -21 disapproved awards (rec- destroy after I year or when no
 

- ord COpy) longer needed. whichever IS sooner
 
22 other than rules 20 and 21
 

23 Secretary of Defense reports. photos. maps and correspondence approved awards at HQ destroy after 3 years or when no
 
Natural Resources relating to award nominanons USAF/LEE longer needed. wlnchever IS later
 
Conservation and (see note 4).
 
Environmental Quaitty
 

Awards and General
 
Thomas D. WhIte
 
Natural Resources and
 

Conservation and En-
vironmental Awards
-

14 approved awards at instal- destroy on submission of next annual
 
lations receivmg award entry or when no longer needed.
 

- whichever IS later (see note 4)
 

lS disapproved awards
 

26 AF maintenance apphcauons and background material, and approved recommenda- destroy after 2 years
 
awards related records nons at HO USAF
-27	 disapproved recommenda-

nons at H~ USAF
-
28	 approved and disapproved destroy after I year
 

recommendations at Inter-
mediate headauarters
-

29	 approved recommenda- destroy after 2 years
 

nons at IDIt1atln~ acnvmes
-
30 disapproved recommenda- destroy after I year
 

nons at mmannz acnvines
 

31 civil engmeenng case files of annual submissions m electnc approved awards destroy after 2 years or when no
 
awards program	 power and heat generating plant competi- longer needed. whichever IS later 

non, mentonous achievement award for 
professional excellence. and comparable 

programsr--
32 disapproved awards	 destroy on submission of next FY
 

competition or when no longer
 
needed whichever IS later
 

33 transportation awards supporting documentation relating to annual destroy after I year
 
transnortation awards
 

34 JRESERVED)
 

35 air traffic control records pertairung to the selection of air documentanon of selected destroy after 2 years
 
annual awards	 traffic contrcllez/facihty of the year. mclud- indrvidual/facihty, board
 

mg nommanons, records of board meetmgs, documentation. and related
 
awards presentation. and related data correspondence at HQ
 

AFCCr--
36	 documentation of nonse- destroy after I year
 

lected mdrviduala/facrlmes
 

and all records other than
 
m rule 35
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ITABLE 900-1 CONTINUED 

R A B C D
 

U
 

L If the records are
 

E or pertain to consisting of winch are then
 

37 aircraft "save" awards	 exemplary service reports, certificates, review approved awards at HQ destroy after 2 years
 
board documentation, and related data AFCC
I---

38 disapproved awards at HQ destroy after I year 
AFCCI---

39 certificates at uruts to destroy on inactivation of 
winch Issued unit, or when obsolete, which-

ever IS soonerI---
-40	 all others not covered by destroy after 1 year
 

rules 37 38 and 39
 

41 air weapons controller	 apphcanons and related records for award of air at approvmg/disapprovmg destroy after I year 
badge	 weapons controller badge, seruor air weapons or intermediate levels
 

controller badge, or master air weapons con-
troller badge
 

42	 air traffic controller apphcanons and related records for award of air at approvmg/disapprovmg destroy after 1 year
 
badze traffic controller badge or intermediate levels
 

43 AF Admimstranon nommanons, minutes of meetings, selectees, at HQ USAF destroy after 3 years or when 
Awards non-selectees, and other records relatmg to no longer needed, wlnchever 

awards authonzed lAW AFR 900-35 IS laterI---
44 approved and disapproved recommendations and at intermediate headquar- destroy after 2 years 

related records tersI---
45 at lDIt1atln~ actrvines destroy after 1 year 

*46	 aircraft and murunons apphcanons and related records for award of air- approved awards see AFR 35-14
 
mamtenance badge craft and munmons maintenance badge
I---

*47 disapproved awards at destroy after 1 year 
drsaoorovmz authontv 

NOTES 

1. Rules apply to those COpies not required by other directives to be filed In mdrvidual milrtary personnel record group (see table 35-1)
 
*2 Offer to the National Archives In 5-year blocks when latest record IS 25 years old.
 
3 Offer to the National Archives when no longer needed by HQ USAFHRC/RIO for on-site reference
 

4. Not authonzed for retirement to federal records centers.
 
*5. Disapproval authonty will forward a copy of the document announcing decision, and a copy of the proposed Citation annotated "Disap-
proved" for each mdrvidual, for filing m the member's Master Personnel Record Group.
 
*6 Approval authonty will forward a copy of the order and citanon, along With a Signed letter or statement from the mdrvidual documenting
 

nonacceptance, for fihog In the	 member's Urut Personnel Record Group. 

ITABLE 900-2 I 
ISUGGESl'ION PROGRAM 

R A B C D
 
U
 

L If the records are
 
E or pertain to consfstiDg of which are then
 

1	 suggestions, inventions forms and other records which pertain to submis- at suggestion program destroy 1 year after final
 
and SCIentific achieve- sion, processing, evaluation, approval, disapproval, offices at all levels action (see notes I and 3)
 
ments ISSuance of award, reports and related correspond-

-	 ence 

2 at evaluating offices	 destroy 1 year after final
 
action (see notes 2 and 3)
 
(EXCEPTION suggestion
 
that becomes part of another
 
file-for example, on changes 

to a directive-becomes part 
of the	 directive background 

-	 file) • 
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ITABLE 900-2 CONTINUED I 
R A B C D
 
U
 

L If the records are
 
E or pertain to consisting of which are then
 

3	 mmutes of meetings or memoranda for record at suggestion program destroy 2 years after approval
 
showmz action taken offices at all levels or disapproval
 

4	 products from the transcnpnon records of a card deck used to pro- destroy when superseded or
 
Suggestion Program duce a report or the report Itself which serve no longer needed (see note 4)
 
Data System (SPDS) diversified purposes
 
which are mecharucally
 

produced output prod-
ucts
 

5	 reports, controlled and tabulations, summanes, feeder reports or mfor- at suggestion offices destroy when no longer
 
uncontrolled matlon needed (see note 4)
 

6	 data files created by the magnetic computer tapes at the servicing Base- destroy upon expiration of
 
Suggestion Program Level Processmg InstaIla- cycle retentions requirements
 
Data System non (DPD listed In AFM 171-132, vol-

ume I 

NOTES 
1. For suggestion program offices, final action IS date of approval of an award or wntten notification of nonadopnon 

2. For evaluating offices, final action IS the date the suggestion IS implemented. Final action on suggestions not implemented IS the date of dIS-
approval.
 
3. If volume warrants, the records may be destroyed on a dally, weekly, monthly, or senuannuaI basis, see AFR 12-50, volume I, chart 4-1, note
 

2.
 
4 Not authonzed for retirement to a federal records center
 

BY ORDER OF THE SECRETARY OF THE AIR FORCE 

OFFICIAL	 LARRY D. WELCH, General, USAF 
Chief of Staff 

WILLIAM O. NATIONS, Colonel, USAF 1 Attachment 
Director of Information Management Alphabetical Index of Tables 

Administration 

SUMMARY OF CHANGES 
This regulation applies to all AIr Force Activities, including the AIt National Guard, Reserve Forces, and contrac-
tors who create, accumulate or manage AIr Force records. The decision logic tables (DLTs) are updated to show 
the latest temnnology, correct addresses, office symbols of referenced activtties, and retention periods for AIr Force 
records. Editorial changes to the DLTs clanfy the descnption of records and standardize wording and format. 
Rules are revised, deleted, and added in the appropnate tables. New tables are added. 
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AF Transition Program Records 35-11 CIW AVIatIOn and Military Flight Plan Records 60-2 

AFOSI Crumnal Records 124-1 CIW Engineer Data Automation Program Records 85-1 

AFOSI Investigative Support Records 124-7 Civil Engineer Design Data 88-2 

AIr Base Planmng Records 88-3 Civil Engineering Resources and Work Force Management 85-4 

AIr Base Operability Records 360-1 Civil Engmeenng RED HORSE Program Records 93-2 
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AIr 
Air 
AIr 

Force Open Mess Program 

LogIStiCS Centers (ALCs) Accounting 
Reserve Pay and Allowance System 

Records 
(ARP AS) Records 

215-6 
177-14 

177-25 
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